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NORLINGTON SCHOOL and 6th FORM
Administrator Role
Post:
Admin Assistant
Point :
Scale 4
Responsible to:
Administrative Manager
Responsible for:
Nil
Hours worked:
36
Essential/Desirable/Test/ S = short listing criteria
	1.0
	EXPERIENCE:
	Essential
	Desirable

	1.1
	Experience of working with relevant systems e.g SIMS, Nova T
	
	X

	1.2
	Have three years general clerical experience and be able to demonstrate previous experience in office environment
	X(s)
	

	    1.3
	Be able to demonstrate previous experience in the use of Microsoft Office packages and have experience of using a database, for inputting and accessing information
	X (s)
	

	1.4
	Have at least one years experience of providing a service
	X
	

	1.5
	Have experience of handling difficult/challenging situations
	X
	

	
	
	
	

	2.0
	EDUCATION AND TRAINING
	
	

	2.1
	Have 3 GCSE grade C or above
	X (s)
	

	2.2
	Understand principles and practices of office systems
	X
	

	2.3
	Understand the basic components relating to education system
	
	X

	2.4
	Able to demonstrate detailed knowledge of Spreadsheets, Word Processing and Databases
	X (s)
	

	2.5
	Understand principles of customer care
	X 
	

	
	
	
	

	3.0
	SKILLS
	
	

	3.1
	Be able to communicate effectively, verbally and in writing with colleagues, parents/carers, other agencies, local community and pupils
	X (s)
	

	3.2
	Have the ability to prioritise own workload and identify problems that may require action by others.
	X (s)
	

	3.3
	Able to complete tasks in accordance with specific deadlines and have sound organisational skills
	X (s)
	

	3.4
	Have an understanding of Data Protection regulations and how it applies to the post
	
	X

	3.5
	Be self motivated and work with minimum supervision with support the work of the team
	X
	

	3.6
	Willingness to become conversant with the financial regulations of the school
	X
	

	
	
	
	

	4.0
	PERSONAL QUALITIES
	
	

	4.1
	Awareness of sensitive information with the need for confidentiality, tact and diplomacy
	X (s)
	

	4.2
	Possess a pleasant disposition have a calm nature and be enthusiastic
	X
	

	4.3
	Demonstrate a proactive approach within the office environment
	X
	

	4.4
	Attention to detail, accurate and methodical approach
	X
	

	4.5
	Understand the principles of Child Protection and how these apply in a school setting 
	X (s)
	

	
	
	
	

	5.0
	EQUAL OPPORTUNITIES
	
	

	5.1
	Understand and demonstrate a willingness to promote positively the Equal Opportunities Policy 
	X
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