DOWNSELL PRIMARY SCHOOL
PERSON SPECIFICATION
Job Title:
PA to Headteacher(Maternity Cover)
Grade:  











	Specification


	Essential
	Desirable

	KNOWLEDGE

1. Good working knowledge of office secretarial duties
2. Working knowledge of providing and analysing data
3. Good working knowledge of working in the educational set up
4. Good working knowledge of data protection legislation

	X

X

X

X


	

	EXPERIENCE

1. Ability to use Microsoft Word/Excel/Publishing to a high standard. 

2. Previous office experience, filing, photocopying etc.

3. Experience of Reception Duties – answering telephone, taking 

            messages, greeting visitors and parents and assisting where

            necessary.

4. Dealing sensitively with parents and visitors.

5. Experience of Minuting Meetings.
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x
x
x
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	SPECIAL ABILITIES/APTITUDES

1. Ability to work as part of a team.

2. Ability to be flexible.

3. Sense of humour.

4. Good telephone manner.

5. Common sense approach.

6. Ability to maintain confidentiality at all times

7.  Smart appearance

OTHER JOB SPECIFIC REQUIREMENTS

       Commitment to the council’s Equal Opportunities Policy and 
       acceptance of their responsibility for its practical application.

EDUCATION AND TRAINING

1. Qualifications in Word Processing/Excel/other Computer 
             Programs.

2. A good standard of general education.

3. First Aid Certificate.

DISQUALIFYING FACTORS

Indication of sexist, racist or anti-disability attitudes or any other 
attitudes inconsistent with the Council’s Equal Opportunities Policy.
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