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Person Specification

Post



Administration and Organisation
Grade
4


 
	Area
	Criteria
	Requirement

	Skills/Knowledge/Aptitudes


	· Appropriate knowledge of first aid

· Effective use of ICT packages

· Use of relevant equipment/resources

· Good keyboard skills

· Knowledge of relevant policies/codes        of practice and awareness of relevant legislation

· Ability to relate well to children and     adults

· Work constructively as part of a team: understanding school roles and responsibilities and your own position  within these

· Ability to work independently

· Ability to identify own training and development needs and co-operate       with means to address these


	Desirable
Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

	Qualifications and Training


	· NVQ Level 2 or equivalent qualification      or experience in relevant discipline

· Good numeracy/literacy skills

· Knowledge of Sims 


	Essential

Essential
Desirable

	Experience


	· General clerical/administrative work
	Essential

	Disposition 
	· Good Sense of Humour


	Desirable
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