


	When filling in the application form, please demonstrate with clear, concise examples how you meet the requirements of the post. You will be 
assessed in relation to the Essential and Minor criteria.  Please bear in mind that you must possess the Essential Criteria on day 1 to be able to do the job.  If there are large numbers of applicants for the post then all of the criteria will be used for shortlisting.  Under the Disability Discrimination Act, we recognise and welcome our responsibility to remove any barriers in our recruitment and selection process.  

We have tried to assess this in our Job Description and Employee Specification, however if you feel that there are barriers, please tell us in the application form. As part of the DDA we are committed to making reasonable adjustments, wherever possible, and it would help us to know your needs in order to do this.



	
	
	

	Post Title:  
	Administrative &
Attendance Assistant
	School:   Holy Rood Catholic Primary School 
	Grade: 3
	

	ATTRIBUTES
	CRITERIA



	Skills, Knowledge and Abilities
	No.
	Essential
	No.
	Desirable

	
	1
	Able to maintain absolute confidentiality
	16
	Working knowledge of SIMS or a similar package.

	
	2
	Able to act on own initiative but able to work as part of a team
	
	

	
	3
	Computer Keyboard skills
	
	

	
	4
	Good organisational skills
	
	

	
	5
	Professional and clear telephone manner
	
	

	
	6
	Knowledge of inputting and analysing data
	
	

	
	7
	Knowledge of Management Information Systems (e.g. SIMS)
	
	

	
	8
	Able to maintain school stock
	
	

	
	9
	Good communication skills
	
	

	Experience
	No.
	Essential
	No.
	Desirable

	
	10
	Experience of using word processing and Microsoft Windows and Excel.
	17
	Experience of working in a school setting

	
	
	
	18
	Experience of working in a reception environment

	
	
	
	19
	Experience of dealing with queries from parents, children and the public


	Post Title:  
	Administrative &

Attendance Assistant
	School:   Holy Rood Catholic Primary School 
	Grade: 3



	ATTRIBUTES
	CRITERIA



	Qualifications

Training
	No.
	Essential
	No.
	Desirable

	
	11
	4 GCSE’s (Grade A-C) including English and Mathematics 
	20


	Word processing / RSA Typing level 11

	Other
	No.
	Essential
	No.
	Desirable

	
	12
	A positive attitude towards the life of the school in general and an understanding of the context in which schools are operating. 
	
	

	
	13
	To be able to keep calm in difficult situations
	
	

	
	14
	Able to use own initiative and work as part of a team.
	
	

	
	15
	Willingness to undertake training
	
	


This post requires a DBS check as there may be periods of unsupervised access to children.

An Enhanced DBS, Health Check and satisfactory references would be obtained prior to commencement of employment.




Employee


 








Specification
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