	COLLEGE TOWN PRIMARYSCHOOL
PERSON SPECIFICATION ADMINISTRATION ASSISTANT


	
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA


	QUALIFICATIONS &
TRAINING
	Good qualifications (minimum A-C or equivalent GCSE) in both English and Maths 


Good typing skills.

[bookmark: _GoBack]Willing to undertake further training.
	Knowledge of Local Authority systems FMS / SIMS

Recent and relevant training and awareness of current issues relating to administration procedures/personnel matters 

Qualifications equivalent to Level 3 ICT

	EXPERIENCE
	Relevant experience working in a school or business administration environment

Confidence with Microsoft Office Systems 
Cash handling, ordering and banking procedures

Experience of dealing with simultaneous and often conflicting demands from more than one person.

Office skills: Reception/Administrative/secretarial/financial administration.

Remaining calm and positive when working under pressure with interruptions.


	Successful development and monitoring of administrative procedures and processes

Knowledge and understanding of the current issues in the field of education to allow for greater contribution to the effectiveness of the school

Experience of a high degree of professional autonomy in relation to the key areas of school administration






	SKILLS
&
KNOWLEDGE
	Work constructively as part of a team, understanding school roles and responsibilities and your own position within these

Knowledge of the social context in which the school operates, including the cultural diversity of the community and how it impacts on the school environment
Working knowledge of relevant policies / procedures / codes of practice / legislation, including Data Protection and Child Protection
Excellent communication, organisational and ICT skills.

Ability to produce and process data and documents to ensure accurate reports and information

Ability to organise own workload and determine priorities within the working day

Ability to handle sensitive  and confidential information and issues appropriately


	

Ability to plan or re-plan projects or activities in order to meet expected/ unexpected deadlines





	OTHER
	Ability to relate sensitively and positively to both children and adults, which impacts on the well-being of all in the school
Understand the requirement not take personal mobile phone calls/texts while undertaking paid school duties

Be able to demonstrate initiative and intuition

Present a smart appearance, 

Adaptable and flexible with a ‘can do’ attitude

Excellent time management and organisational skills.


	A willingness to participate in school and community events 
Awareness of security/ Health and Safety issues




