HUNWICK PRIMARY SCHOOL 
POST OF ADMINISTRATIVE ASSISTANT 
PERSON SPECIFICATION AND CRITERIA FOR SELECTION
	CATEGORY
	ESSENTIAL
	DESIRABLE
	HOW CRITERIA IS ASSESSED

	EDUCATION/ QUALIFICATIONS
	· 4 GCSEs or equivalent A-C grade including Maths and English

· NVQ 2 or 3 in Business Administration or relevant equivalent qualification


	· ICT Qualification
· Additional qualifications specific to secretarial/admin
· First Aid Qualification
	· Application Form

· Certificates

	EXPERIENCE
	· Experience of using computerised office systems
· Experience of working in an office environment
· Experience of handling confidential/sensitive information

· Experience of dealing with the public/clients/customers

	· Experience of working in an admin role within a school environment
· Experience of school management systems eg SIMS
· Receptionist experience
	· Application Form

· References

· Interview



	SKILLS / KNOWLEDGE
	· A range of IT skills including the use of e-mail
· Confident word processing/typing skills

· Be able to plan and prioritise workload
· Ability to listen sensitively and deal with people in a sympathetic and tactful way

· Excellent telephone manner

· Ability to correspond and liaise with external agencies

· Able to gather information, analyse and use judgement
· Manage conflicting demands and be able to problem solve successfully
	· Knowledge of school management systems eg. SIMS, Schoolcomms

	· Application Form

· References

· Interview



	PERSONAL QUALITIES
	· Enthusiastic, self-motivated, reliable and hardworking
· A willingness to support all staff within the school and be flexible

· Caring attitude towards pupils and parents

· Possess well developed interpersonal skills

· The ability to develop and maintain excellent relationships with pupils, staff, parents/carers, visitors and Governors

· Ability to present oneself as a role model to pupils through good communication, dress, behaviour and attitude

· Able to work independently and as a team

· Able to maintain confidentiality
	· Willingness to undergo further training
	· Application Form

· References

· Interview





