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St. Patrick’s R.C. School, Personal Specification, Administrative Assistant 4


	CATEGORY
	ESSENTIAL
	DESIRABLE
	WHERE IDENTIFIED

	QUALIFICATIONS


	4 GCSEs (A-C) including Mathematics and English or equivalent.
NVQ Level 3 qualification in relevant subject eg NVQ 3 Business Administration
	First Aid Certificate


	Application

	EXPERIENCE
	Experience of working in an administrative capacity in a school environment

Experience of a wide range of ICT systems

Experience of successful working as part of a team

Experience of prioritising workload

Experience of producing information in a variety of ways
Experience in using database to input and extract information

Experience of working with figures and financial information


	Experience of minute-taking
Experience of recording safeguarding concerns

	Application

References 

Interview

	PROFESSIONAL DEVELOPMENT
	Willingness to undertake professional training
	A range of training has been undertaken that is relevant to the responsibilities described in the job description
	Application

References

Interview

	SKILLS
	Good communication skills

Good IT skills

Able to work with figures and financial information

Ability to manage conflicting demands

Ability to manage frequent interruptions

Ability to plan and prioritise workload

Good verbal and written communication skills

Good keyboard skills

An ability to work to tight deadlines

An ability to work independently 


	Touch typing skills


	Application  

References

Interview

	SPECIAL KNOWLEDGE
	Working knowledge of the ICT systems that are used in schools
	Detailed knowledge of ICT systems used in schools
	Application

References

Interview



	PERSONAL ATTRIBUTES
	Resilient

Professional

Pleasant

Efficient


	
	Application

References

Interview


