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Score candidates against the criteria set out in the Person Specification note whether the item is essential (E) or Desirable (D), sign and date form on completion. Each member of the shortlisting panel should complete the matrix separately. 
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	0 = no evidence
	1 = insufficient evidence
	2 = adequate evidence
	3 = strong evidence
	4 = outstanding evidence

	Fails to provide any relevant evidence 
	Some evidence provided but not at the level required or expected
	Candidate meets the criteria and provided sufficient evidence
	Candidate provided several examples at the required level 
	Evidence provided at a higher level than required/expected

	Candidate
	1

	2
	3
	4
	5
	6
	7
	8
	9
	10

	Qualifications

	Relevant Business Administration qualification
	D
	
	
	
	
	
	
	
	
	
	

	First aid certification
	D
	
	
	
	
	
	
	
	
	
	

	Knowledge and Experience

	High standard of numeracy and literacy skills ensuring effective written communication and reporting 
	E
	
	
	
	
	
	
	
	
	
	

	Significant experience of working in administration and managing the work of a team of administrative support staff
	E
	
	
	
	
	
	
	
	
	
	

	Successful implementation, development and maintenance of effective administrative systems in a busy office environment
	E
	
	
	
	
	
	
	
	
	
	

	Ability to adapt to changing workloads and to effectively prioritise own workload and to support team members to do the same
	E
	
	
	
	
	
	
	
	
	
	

	Excellent IT skills and ability to operate various software packages and IT systems
	E
	
	
	
	
	
	
	
	
	
	

	Understanding of school leadership structures and frameworks, the role of governing bodies and relevant external agencies
	D
	
	
	
	
	
	
	
	
	
	

	Behaviours and Values

	Effective staff motivation and development, including establishment of a positive performance management culture 

	E
	
	
	
	
	
	
	
	
	
	

	Demonstrates a collaborative, team working approach focused on improvement and supporting the vision, values and objectives of the organisation
	E
	
	
	
	
	
	
	
	
	
	

	Proactive approach to tackling issues, using own initiative to trouble shoot issues independently
	E
	
	
	
	
	
	
	
	
	
	

	To be flexible and able to adapt and prioritise appropriately 
	E
	
	
	
	
	
	
	
	
	
	

	Demonstrate a commitment to appropriate professional standards, including core policies relating to equality and diversity and child protection
	E
	
	
	
	
	
	
	
	
	
	

	Demonstrate a commitment to maintaining and developing professional knowledge and skills 
	E
	
	
	
	
	
	
	
	
	
	

	Tact and diplomacy in interpersonal relationships with all stakeholders 
	E
	
	
	
	
	
	
	
	
	
	

	Able to evaluate a situation and make an informed decision
	E
	
	
	
	
	
	
	
	
	
	

	Maintain and develop agreed quality standards
	E
	
	
	
	
	
	
	
	
	
	

	Total Score
	
	
	
	
	
	
	
	
	
	

	Candidate
	1

	2
	3
	4
	5
	6
	7
	8
	9
	10

	Any gaps identified in employment/education?
	Y / N
	Y / N
	Y / N
	Y / N
	Y / N
	Y / N
	Y / N
	Y / N
	Y / N
	Y / N



Completed by_______________________________    	Date___________
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LEARNING TRUST
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