Person Specification Clerical Assistant Durham Gilesgate Primary School 2026
	Attributes
	Essential
	Desirable

	Qualifications
	· 5 GCSEs (A*-C) including Maths and English or equivalent 
· NVQ 2 or equivalent qualification in relevant discipline (eg: Business Administration Level 2 OR appropriate experience)
	· European Computer Driving Licence (ECDL)
· Willingness to undertake relevant training in order to provide / administer medication, first aid and intimate care.

	Experience






	· Experience of working in an office environment with a customer facing role
· 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
· Experience of using SIMS or similar pupil/staff database

	Skills and Knowledge 






	· Good numeracy and literacy skills
· Excellent communication skills, both oral and written
· Ability to relate well to children and adults
· Demonstrable, positive approach to customer care
· Ability to multi-task, prioritise work and manage conflicting demands
· Effective use of ICT packages and good keyboard skills.
· Retrieval of information from databases and 
· maintenance of databases
· Ability to work constructively as part of a team, understanding school roles and responsibilities and the role of Receptionist within these
· Commitment to undertake personal and professional development

	· Knowledge of relevant policies/codes of practice and awareness of relevant legislation
· Knowledge of First Aid
· Knowledge of SIMS or similar pupil/staff database


	Personal Qualities






	· Friendly, caring and approachable manner
· Strong interpersonal skills
· Self-motivated and enthusiastic
· Able to remain polite, calm and courteous in stressful situations
· Reliable and punctual
· Flexible, adaptable and able to work independently or as part of a team
· Ability to prioritise workload
· Ability to work as part of a team
· High standards and expectations
	· Willingness to be involved in the wider life of the school



