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All Saints’ Catholic Primary School 

Person Specification - Office Assistant
	
	Essential
	Desirable
	Method of Assessment

	Application
	· Fully supported in reference;
· Supporting statement indicating beliefs, an understanding of the role and personal commitments;
· Well-presented form demonstrating a good standard of English.
	
	Application form
References


	Qualifications 
	· 4 GCSEs (A-C) including English and Maths or equivalent;
· Use of Word Processing and excel as well as other Office Programmes;
· Use of a range of online programmes to support school life.
	· Recent First Aid training
· Child Protection/Safeguarding training
	Application form

Certificates

	 Experience


	· Familiar with a school environment; 
· Relevant previous administration and clerical experience;
· Experience of providing customer service/support to general public;
· Experience of handling confidential/sensitive information.
	· Previous experience in an educational setting
	Application form

Interview

References

	Skills, Knowledge and Aptitude
	· Proficient with a range of computing programmes;
· High level of interpersonal, organisational and communications skills both verbal and written;
· Ability to work flexibly and as part of a team as well as independently; 

· Ability to communicate efficiently and confidently at all levels;
· Ability to work under pressure, meeting key deadlines;
· Ability to prioritise tasks and use own initiative;
· Ability to facilitate change;
· Ability to work within school protocols and guidelines.
	· Knowledge of SIMS

· Knowledge of Parent Pay


	Application form

Interview

References



	Personal Requirements


	· Supportive of the school’s Catholic ethos;
· Approachable manner, reliable, conscientious, articulate;
· Good self-discipline and control;
· Commitment to achieve high standards and to continuing personal and professional development;
· High level of confidentiality and discretion;
· Enthusiasm and drive; 

· Be able to build and maintain positive working relationships with a range of stakeholders; 

· Is kind and considerate to others, with a calm and positive approach;
· Ability to present oneself professional and as a role model to pupils in speech, dress, behaviour and attitude.
	
	Application form

Interview

References




In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

· motivation to work with children and young people;

· ability to form and maintain appropriate relationships and personal boundaries with children and young people;

Any relevant issues arising from references will be taken up at interview. This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All members of staff are required to undertake that they will not divulge to anyone any personal and/or confidential information to which they may have access during the course of their work.
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