Person Specification

Admin Officer
	CRITERIA
	ESSENTIAL (minimum acceptable)
	METHOD OF ASSESSMENT

	Knowledge
	
	

	1.1

1.2

1.3

1.4

1.5

1.6
	Ability to work effectively as part of a team, be customer focussed and understand the importance of providing an excellent ‘front of house service.’

Demonstrates flexible approach to work, enthusiasm and adaptability

Ability to learn new IT systems quickly and the initiative to self-teach some skills

Ability to communicate clearly, both verbally and in writing, with a range of people

Ability to demonstrate tact and diplomacy, and maintain confidentiality

Ability to work accurately and efficiently, multi-tasking when necessary
	Interview and application form

Interview and application form

Interview and application form

Interview and application form

Interview and application form

Interview and application form



	Experience
	
	

	2.1

2.2

2.3
	Level 2 qualification according to National Qualifications framework e.g. 5 GCSE grades A*-C including Maths and English, NVQ2, BTEC, First Diplomas and Certificates or equivalent qualifications or experience

Working knowledge of relevant office software packages (e.g. Word, Excel, SIMS, Email, Parentmail)

Experience of working in a school office environment


	Application

Application

Application

	Work Related Circumstances
	
	

	3.1
	Ability to work under pressure and meet deadlines


	Interview and application form




