Person Specification

	Attributes
	Essential
	Desirable

	Qualifications
	•	4 GCSEs (A-C) including maths and English or GNVQ Intermediate in Business Administration or NVQ level2 in Business Administration
	· European Computer Driving Licence (ECDL)
· Holder of D1 licence and have undertaken or be willing to undertake MIDAS training
· Willingness to undertake relevant training in order to provide / administer medication, first aid and intimate care.


	Experience






	
· Experience of working in an office environment
· Using a wide range of ICT systems
· Working with figures and financial information

	
· Producing and presenting information to various audiences
· Experience of monitoring monies, processing of invoices, petty cash etc.
· Experience of working within an education environment


	Skills and Knowledge 






	· Knowledge and use of computer applications and keyboard skills
· Retrieval of information from databases and 
maintenance of databases

	

	Personal Qualities






	
· Ability to be flexible
· Ability to prioritise workload
· Ability to work as part of a team
High standards and expectations
	· Willingness to be involved in extra-
curricular activities



