St Mary’s Catholic  School  
Administrator Scale 4
Person Specification

	
	Essential requirements 

	Desirable requirements
	Evidence from

	Experience
	Previous office and administrative experience
	Previous experience of working with children in an educational environment
	Application form

	Knowledge and Skills
	High level of IT skills and the ability to use a range of ICT packages e.g. Microsoft Word,  Integris, EXCEL and other appropriate software

The ability to present information in a logical, clear and concise format for a variety of purposes

Understanding of confidentiality issues and ability to respond appropriately to them

Excellent communication skills – both written and oral

Use initiative and be self-motivated

Numerate

Proven interpersonal skills

Operate and manage photocopiers and other printing and binding machines
	First aid qualification or a commitment to obtain it
Understanding of safeguarding issues


	Application form
Letter of application

Interview

	Qualities
	A commitment to the Equal Opportunities policy of the LA and commitment to the aims and ethos of the school

Able to remain calm and to work under pressure

Able to handle difficult situations and people positively

Able to prioritise and to organise time effectively

Able to present a positive image of the school

Able to establish positive and constructive work relationships with all colleagues

Adaptable

Willingness to adopt flexible and supportive work practices

Able to respond sensitively to the needs of children, staff, parents and the wider community

Understanding of confidentiality and adaptability to respond appropriately to them

Demonstrate a willingness to take part in further training relevant to the post
To be a committed team member

To be enthusiastic and solution focussed 
	
	Application form

Letter of application

Interview

	Health, Attendance and Reliability
	Good attendance and time keeping
Good health
	
	References


