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PERSON SPECIFICATION & ASSESSMENT

Administrator
	JOB REQUIREMENTS
	Essential
	Desirable

	Qualifications 
	
	

	Excellent standard of literacy and numeracy                                                 Minimum of 4 GCSE’s including English and Maths (A*-C) or equivalent
	(
	

	Degree Qualified


	
	(

	First Aid Qualification


	
	(

	Experience
	
	

	Relevant experience of working within an administrational role in a busy environment

	(
	

	Administration experience within an educational setting


	
	(

	Excellent working knowledge of Microsoft Word and Excel


	(
	

	Experience of using Microsoft Publisher and Outlook

	
	(

	Experience of the use of school systems - Sims, FMS, Groupcall, Parent Pay


	
	(

	Knowledge/experience of the education sector and/or schools

	
	(

	Skills, Knowledge and Understanding
	
	

	Ability to undertake a range of office administration, accurately and efficiently

	(
	

	Self-motivated and able to work using own initiative – have a positive ‘can do’

	(
	

	Flexibility and ability to work as part of, and to contribute to, the school administrative team
	(
	

	Ability to deal sensitively and in confidence with a wide range of issues relating to working practices
	(
	

	Possess excellent communication skills and the ability to communicate effectively, at all levels, both verbally and in writing

	(
	

	Ability to work effectively under pressure and to prioritise and manage own workload in a very busy environment
	(
	

	Ability to work methodically, ensuring attention to detail

	(
	

	Problem solving skills with a solution based attitude


	(
	

	Good with numbers and processes 

	
	(

	Personal Qualities
	
	

	Good time-keeping, smart professional appearance, total honesty, integrity, and reliability, energy, enthusiasm , kind, sense of humour

	(
	

	Other Requirements
	
	

	A commitment to on-going personal development and willingness to undertake appropriate training 
	(
	

	Full working knowledge and understanding of relevant policies/codes of practice/legislation
	(
	

	Appointment to the post is subject to a satisfactory enhanced DBS check 

	(
	

	Evidence of commitment to safeguarding and protecting the welfare of children

	(
	

	This post is exempt from section 4(2) of the Rehabilitation of Offenders Act, 1974, as the duties give you access to persons who are under the age of 18.  Applicants are not entitled to withhold information about convictions, which would be regarded as spent for other purposes

	(
	


