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Delamere School





Administration Assistant Band 3
Job/Person Specification
	
	ESSENTIAL 
	DESIRABLE 
	How this will be identified 



	SKILLS, ABILITIES  & PERSONAL QUALITIES
	· Strong communication and interpersonal skills, with a helpful and approachable manner.

· Empathetic nature

· Ability to work collaboratively as part of a team and independently when needed.

· Highly organised and able to prioritise tasks in a busy environment.

· Confident in using Microsoft Office (Word, Excel, Outlook).

· Willingness and ability to learn new in-house systems quickly and effectively

· Flexible and proactive outlook
· Able to manage a varied and fast-paced workload, responding quickly to changing priorities

· Be able to use initiative 

· A good health and attendance record
· Ability to build and maintain effective relationships with all stakeholders.
· Demonstrably share Delamere School's core values
	
	Application form /
Interview /
Task


	KNOWLEDGE
	· Understanding of GDPR and the need to keep information confidential

· Understanding of Safeguarding within Education
	
	Application form /

Interview /

Task


	EXPERIENCE
	· Experience of working in a similar role

· Experience of a client facing role

· Experience of undertaking a range of administrative tasks

· Experience of working with others to meet deadlines and goals
	· Experience of the use of complex information or financial databases (e.g., SIMS package)  

· Experience of working in a school office/reception environment

	Application form /
Interview 



	QUALIFICATIONS   
	· GCSEs including English and Maths Grade C or above or equivalent
· Willingness to obtain First Aid Certificate  
	· First Aid certificate
	Application form

	ADDITIONAL REQUIREMENTS
	· Enhanced DBS certificate

· To work occasionally out of hours to support school function/event/meeting
	
	Application form /
Interview


