
EVERGREEN PRIMARY SCHOOL
SCHOOL SECRETARY – GRADE 4 (37 hours per week PLUS 2 weeks – term-time)

PERSON SPECIFICATION
	
	Essential
	Desirable
	Method of Assessment

	Qualifications
	· 4 GCSE Grades A-C (including English) or equivalent
	· NVQ Level 3 in Business/School Administration or equivalent substantive experience

· Typing qualification

· Word processing qualification
	Application Form

	Experience
	· General experience of clerical work
· Experience of working as a member of a team
	· Experience of working in a school setting.

· Experience of handling money and simple accounting
	Application Form
Interview
References

	Personal Skills and

Knowledge
	· Good communication skills, both written and oral
· Good word processing skills
· Speed typing

· Numerate
· Good organisational skills

	· Knowledge and experience of the systems and procedures used in schools in respect of admission, registration and attendance

· Knowledge and experience of systems and procedures relating to school meals

· Knowledge and experience of ICT systems in use in school administration
	Application Form
Interview
References

	Personal Attributes
	· Ability to use own initiative 

· Ability to work effectively as part of a team

· Flexible approach to work.

· Ability to show sensitivity towards and to establish a good rapport with pupils, parents and other professionals
· A pleasant, approachable and helpful manner

· Ability to work efficiently and to given timescales

· Ability to prioritise work effectively and to work under pressure

· Ability to devise and maintain effective filing systems

· Ability to maintain confidentiality 

· Willingness to undertake any necessary further training in relation to role.
	
	Application Form
Interview
References
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