[image: image1.jpg]SHM{






Dormers Wells High School

Person Specification
Post Held: Exams, Cover and Assessment 
Salary Scale: Grade 7
	
	Essential
	Desirable
	How Selected from

A = Application Form

B = Reference

C = Interview

	Qualifications 


	GCSE or equivalent including English and maths
	
	A 

B

C

	Knowledge and Experience 

	Experience of MS Office, including Word and Excel
Ability to use ICT effectively 

Experience of working in a busy and changing environment


	
	A
B
C

	Skills
	Have an appreciation and understanding of the importance of confidentiality and sensitivity and an ability to use these skills in dealing with students, parents and staff
Ability to communicate effectively, both orally and in writing, including excellent telephone skills

Excellent word processing skills

Ability to demonstrate excellent organisation and administrative skills

Ability to work with computer databases
Ability to demonstrate skills needed to work effectively with young people and adults

Ability to work as part of the administrative team


	
	A

B

C

	Personal Attributes
	Helpful and positive nature

Be reliable, honest and trustworthy

Be flexible and to have the ability to work in a variety of different settings

Have a sense of humour 

Have good attendance and be punctual

Excellent time management skills and an ability to prioritise work effectively
Ability to work calmly and consistently under pressure
Commitment to the values and ethos of the school
	
	A 

B

C

	Other
	Willingness to undertake specific training especially in the school management Computer System (SIMS)
Commitment to safeguarding and promoting the welfare of children and young people

To understand and have a strong commitment to equal opportunities for all members of the school community
	
	A

B

C


To Whom Responsible:  Assistant Headteacher as designated in the line management structure
Please note that appointment is subject to an enhanced disclosure from the DBS.
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