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THE DERBY HIGH SCHOOL

PERSON SPECIFICATION

Administrative Assistant (Inclusion - SEND)


	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA

	A




	Essential Qualifications

Level 2 or higher qualification in English / Literacy
Level 2 or higher qualification in Maths / Numeracy

Desirable Qualifications

NVQ level 3 or equivalent experience in a relevant discipline
Evidence of continuous professional development 

	A/I
	Essential Experience

Operation of various administrative and management information systems
Working in an office and on the front line with service users
Working under pressure, with conflicting priorities & to tight deadlines
Working under own initiative
Working within a team environment

Desirable Experience

Use of Bromcom
Working within or alongside an educational establishment
Working alongside young people
Knowledge/experience of working in SEND and related paperwork/administration, particularly knowledge of EHCPs.
Knowledge/experience of medical conditions and relevant paperwork/procedures eg healthcare plans


	A/I


A/I
	Essential Knowledge

Safeguarding of children & young people
Effective in the use of ICT

Desirable Knowledge

Inputting and extracting data from Bromcom
Understanding school structures, roles & responsibilities


	A/I
	Personal Attributes

Ability to communicate across all levels
Ability to promote a positive ethos and role model positive attributes
Ability to relate to young people, to be caring and firm
Ability to build & maintain effective working relationships
Willingness to participate in relevant training and development opportunities
Ability to continually develop and extend own working practices
Ability to work unsupervised, resolving issues and improving processes
Resilient and determined
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