Mayflower High School
Person Specification

Dyslexia Centre Administration Assistant & TA
	Qualities
	Essential 
	Desirable

	Experience
	· Office work, including a good telephone manner
· Dealing with the public

· Regular liaison with parents

	· Previous experience within a school office

	Qualifications
	· Good standard of general education

	· GCSE grade C or equivalent in English and Maths

· First Aid at Work certificate

	Knowledge & Skills 
	· Proficient in Google, particularly Word and Excel and including the ability to mail merge

· Knowledge/understanding of Dyslexia

	· Experience of using SIMS in schools

	Aptitudes
	· Flexible approach

· Willingness to undertake a wide range of tasks

· Ability to multi-task

· Team-player

	

	Safeguarding
	· Understanding of safeguarding / child protection procedures
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