Howden le Wear Primary School

School Administration Assistant -  Grade 3 (Spinal points 4-6)
Person Specification

	
	Essential Criteria
	Desirable Criteria

	Qualifications
	· O Level grade C or above / GCSE Grade C (new grades 4-9) or above in both Maths and English.

· Relevant NVQ2 or equivalent qualification or experience in administration.


	· Relevant qualification in finance

· Relevant qualification in business skills

	Experience
	· Previous administration/clerical experience.

· Previous reception/customer service experience.


	· Experience of working in administration in a school environment.

· Experience of using SIMS.

· Experience of using systems to upload and transfer secure information.

· Experience of using website based text messaging service.

· Previous financial experience/cash handling/banking/accounts.

	Knowledge/Skills
	· Demonstrate good IT skills, using Word & Excel 

· Demonstrate good typing skills.

· Demonstrate good organisation skills.

· Have the ability to work as part of a team and demonstrate the ability to use own initiative.

· Have the ability to communicate effectively both verbally and in writing.

· Have good interpersonal and communication skills.


	· Experience of working in customer service.

	Additional
	· Enhanced DBS clearance


	


