ANNFIELD PLAIN JUNIOR SCHOOL

POST OF SCHOOL ADMINISTRATOR 

PERSON SPECIFICATION
	CATEGORY
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Application
	· Fully completed application form and covering letter
· Fully supported in references


	
	Application
References

	Qualifications 

	· Highly competent literacy and numeracy skills (G.C.S.E. passes)
· Highly competent ICT skills
· Willingness to participate in training relevant to the post and to demonstrate commitment to continue professional development
· NVQ3 in Business Administration or an equivalent qualification in a relevant discipline

	· Knowledge of FMS and SIMS systems


	Application

References

Certificates

	Experience


	· Experience of administration work
· Ability to communicate effectively with all stakeholders

· Flexibility and adopting to change

	· Experience of working in a school or similar environment 

	Application
Interview

References

	Skills and Abilities


	· Able to organise, prioritise and use own initiative to complete tasks effectively
· Able to work alone and as part of a team

· Able to demonstrate an awareness of safeguarding and show a commitment to keeping children safe in education
· Able to communicate effectively with pupils, parents, staff and other professionals
· Follow data protection guidelines
· Experienced in use of computer systems for communication, recording and training
	· Able to use photocopier
· Calm under pressure

	Application

References

Interview

	Personal Qualities
	· Enthusiastic 
· Trustworthy and reliable
· Understanding of need for discretion and confidentiality
· Flexible, adaptable and able to mix and work with a wide range of people


	· A willingness to contribute to the wider life of the school eg. fundraising events, school fairs etc

· A sense of humour
	Application
Interview

References


