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Personal Specification
Admin Assistant Grade 5

	Attributes

	Essential
	Desirable

	Qualifications



	· Minimum of 4 GCSE’s (or equivalent) to include English and Maths
· NVQ Level 3 in Business Administration or relevant equivalent qualification
	· Formal ICT qualifications

	Experience

	· Experience of undertaking administrative duties
· Experience working undertaking financial/HR duties
	· Experience of working in a school office environment

	Professional Development
	· Ability to use ICT to store and retrieve data
	· Experience of working in a school office environment


	Skills and Knowledge 






	· Effective written and verbal communication skills
· Ability to relate well to children and adults
· High regard for confidentiality
· Good organisational skills and the ability to work without close supervision as well as part of a team
· Ability to manage time efficiently 
· Deal sensitively with people in a patient and calm manner
· Excellent ICT skills, including Word processing, Spreadsheets, Databases and E mail
· Accuracy and attention to detail
	

	Personal Qualities



	· Friendly and approachable
· Commitment to equal opportunities
· Demonstrate enthusiasm and a willingness and interest in learning new skills

	



image1.emf

image2.jpeg
@;ergre
Py
»
o)&l ‘db
ary Séo




