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Five Stones Learning Federation
Person Specification: Administration 1
	Criteria

	Essential
	Desirable 
	How Identified

	Application
	· Completed application form

· Fully supported in reference

· Well-structured supporting letter  showing a clear desire to work in Evenwood Primary School
	
	· 

	Qualifications
	· 4 GCSEs (A-C) including English and Maths or equivalent.


	· Word Processing or ICT Qualification


	· Application Form

· Competency assessment

	Experience
	· Previous experience of administration work. 


	· Receptionist experience
· Previous experience of working in a school office
	· Application form

· Cover letter

	Skills, knowledge and aptitude
	· Ability to demonstrate an effective working 

knowledge of ICT software packages

· Ability to work effectively as part of a team

· Good organisation and communication skills

· Ability to work on own initiative 

· Willingness to participate in further training and development opportunities offered by the school, to further knowledge 

· Good inter-personal and customer service skills

· Good literacy and numeracy skills
	· Previous experience in a primary school office.  Experience of using SIMS, FMS and Parent Pay or equivalent.

· Understand the statutory requirements of legislation concerning Safeguarding, including Child Protection, Equal Opportunities, Health & Safety and inclusion
	· Application form  

· Competency assessment

· Interview
· References




	Personal Attributes
	· Caring attitude towards pupils and parents

· Possess well developed interpersonal skills and the ability to develop and maintain excellent relationships with pupils, staff and parents

· Ability to maintain confidentiality 

· Ability to present oneself as a role model to pupils in; speech, dress, behaviour, and attitude.

· Able to work independently and as a team 

· Self-motivated, reliable, and hard working.
· Diplomatic & tactful
	· Sense of humour

· Resilience

· Experience of working with and/or developing links with parents and/or the wider community
	· Application form
· References
· Interview



