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Business Administration Apprentice

Person Specification

	Attributes
	Essential
	Desirable 
	Evidence

	Education and Qualification
	
	
	

	· 5 GCSEs (or equivalent) grades A-C including English and Maths

	√

	
	Application 
Letter

	Experience
	
	
	

	· Experience of working in a customer focussed role, including handling a wide range of queries and acting upon them
· Experience of working in an office environment
	
	√

√
	Application
Letter

References

	Knowledge and Understanding 
	
	
	

	Applicants should be able to demonstrate good knowledge and understanding of the following areas:
· Ability to use ICT software packages
	√
	
	Application

Letter
References

	Skills and Abilities 
	
	
	

	· Professional approach to work
· Excellent attendance and punctuality

· Ability to work to strict deadlines

· High standards of English

· Ability to prioritise workload

· Positive and proactive attitude to work

· Polite manner

· Ability to work calmly under pressure

· Able to work as part of a team and on own initiative

· Approachability

· Ability to communicate effectively with staff, students, parents/visitors

· Good organisation skills
	√

√

√

√

√

√
√

√

√

√

√

√
	
	Application

Letter
References



