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PERSON SPECIFICATION

Administration Assistant
ESSENTIAL

Qualifications

· 5 GCSEs A* - C or equivalent including Maths and English

Experience

· Microsoft Office experience

· General office experience

Personal Qualities

· Smart appearance

· Ability to prioritise, be flexible, remain calm during busy periods

· Ability to work alone and in a team

· Clear understanding of and respect for confidentiality

· Capacity for hard work

· Positive attitude to personal development and training

· Friendly manner and good sense of humour

· Loyalty

· Enthusiasm

· Willingness to support school evening events

· Excellent attention to detail

Skills

· Good telephone and communication skills

· Good organisational skills

· Good interpersonal skills

Other

· Eligible for enhanced Disclosure and Barring Service (DBS) Clearance
DESIRABLE

· Microsoft office qualification or 3 years’ practical experience of office programmes

· Previously worked in a school environment.

· Experience of using schools MIS (SIMS), 4Matrix, Show My Homework, Class Charts

· Awareness of and interest in educational issues

· Willingness to undertake training as required

· Potential to develop skills further

