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POOL-IN-WHARFEDALE CE (VC) PRIMARY SCHOOL

ADMINISTRATIVE ASSISTANT: EMPLOYEE SPECIFICATION

Detailed below are the types of skills, experience and knowledge that are required of applicants applying for the post. The ‘Essential Requirements’ indicate the minimum requirements, and applicants lacking these attributes may not be considered for the post.  The points detailed under ‘Desirable Requirements’ are additional attributes to enable the applicant to perform the position more effectively or with little or no training. They are not essential but may be used to distinguish between acceptable candidates.

	SKILLS
	Ess
	Des

	Able to communicate effectively with a wide range of people


	x
	

	Able to file, retrieve, sort and complete documents accurately


	X
	

	Able to use a range of office equipment (e.g. printers, photocopiers).


	X
	

	Able to process documentation using Word and Excel

	X
	

	Able to accurately enter/retrieve data information from information systems


	X
	

	Able to work flexibly as part of a team 


	X
	

	Able to prioritise work tasks to meet conflicting deadlines 


	X
	

	Able to understand and follow instructions


	X
	


	KNOWLEDGE/QUALIFICATIONS
	Ess
	Des

	Knowledge of general office procedures and practice


	X
	

	NVQ Level 2 or equivalent


	
	X

	Knowledge/qualifications demonstrating ability in Numeracy, Literacy and ICT


	X
	

	Ability to complete tasks which comply with GDPR regulations


	
	X


	EXPERIENCE
	Ess
	Des

	Experience of dealing with queries from a wide range of people

	X
	

	Experience in the use of the Microsoft package

	X
	

	Experience of working as part of a team

	
	X

	Experience of SIMS / or other MIS working in a school office environment


	
	X

	Experience of organising work tasks and duties to meet appropriate service standards e.g. in terms of timeliness, accuracy and customer care
	
	X


	BEHAVIOURAL AND OTHER RELATED CHARACTERISTICS
	Ess
	Des

	Willing to abide by the Council’s Equal Opportunities Policy in the duties of the post, and as an employee of the Council.


	X
	

	Willing to carry out all duties having regard to an employee’s responsibility under the Council’s Health and Safety and Child Protection Policies 

	X
	

	A responsible and co-operative attitude to working towards the achievement of the school’s aims. 

	X
	

	An ability to respect the sensitive and confidential nature of the work.


	X
	

	Commitment to own personal development and learning.


	X
	


