CROOK PRIMARY   SCHOOL

Administrative Assistant  -  Grade 3
PERSON SPECIFICATION AND CRITERIA FOR SELECTION

	category


	essential
	desirable
	Method of assessment

	Qualification
	· GCSE in English and Maths at Grades A-C or equivalent qualification
· IT or Administrative qualification

	
	Application form

Selection process



	experience
	· Use of Microsoft Office applications

· Working in an office environment

· Communicating with a range of people

· Using email and internet

· Experience in working as part of a team

· Previous experience of working in a school 


	Experience in using SIMs and FMS

	Application form

Selection process

	skills/knowledge
	· Organisational ability

· Ability to work on own initiative
· Good communication skills
· Effective IT skills

· Ability to multi task and prioritise

· Work effectively in a busy environment adapting to changes in routines on a regular basis
· Ability to deal confidently and confidentially with sensitive issues


	Knowledge of data protection regulations
Awareness of relevant legislation concerning safeguarding, child protection, health and safety, equalities and inclusion
	Application form
Reference

Interview process

	personal attributes/

qualities
	· A willingness to listen and learn
· Flexible approach to working in a team
· Flexibility and adaptability in order to be able to mix and work with a wide range of people

· Be able to maintain confidentiality

· Be polite and respectful to colleagues and the public
· Be able to remain, calm, friendly and positive
· Ability to self motivate


	Feel confident in dealing with queries

Experience of dealing with people

Resilience
	Application form
Reference

Interview process


