GRANGE PARK PRIMARY SCHOOL
PERSON SPECIFICATION – SCHOOL SECRETARY

	Attributes
	Essential
	Desirable
	How Demonstrated
	

	Qualifications

	· Expertise in SAP & SIMS
· GCSE Grade C (or equivalent) in Maths & English.

· Word Processing Skills qualifications 

	· Expertise in Excel
· Shorthand


	· Application form
· References

· Interview
	

	Experience

	Reception duties
	· Experience in a school setting

	· Application form
· References
	

	Personal
Qualities


	Confident communicator with all stakeholders
	Fully compliant with requirements of confidentially

	
	

	Knowledge and Skills

	Finance

	
	
	


