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Person specification: 	Admin & Clerical Level 2

	Essential Requirements
	Indicative method of assessment

	Qualifications
· GCSE Maths and English or evidence of abilities at this level
	

Sight of Certificates
Application Form

	Experience
· Reception
· Clerical
· Use of ICT
	

Application Form/Interview/References
Application Form/Interview/References
Application Form/Interview/References

	Knowledge
· Office methodologies (eg filing systems, correspondence, files etc.)
· Good standard of written English and  numeracy
	


Application Form/Interview/References

Application Form/Interview/References

	Skills/Abilities
· Keyboard/word processing/reprographics
· Communication
· Commitment to equal opportunities
· Approachable, courteous and able to present a positive image of the school to callers / visitors
· Flexible
· Listening skills
· Establish a good rapport with children
· Willingness to undertake necessary training
· Child Protection
· DBS
· Proof of Identity
	

Application Form/Interview/References
Interview/References
Interview/References
Interview/References


Interview/References
Interview/References
Interview
Interview
Interview
An enhanced level DBS check is essential
Sight of documentation proving identity e.g. birth certificate, passport
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