Person Specification
Job Title: Clerical Admin – Grade 3
	                         Criteria
	How assessed

	Education

&

Qualifications
	GCSE Maths and English or equivalent
	Application form/ Certificates

	Experience
	Relevant experience of clerical, administrative and ICT duties in a busy office environment.

Experience of ICT such as Microsoft word, Excel and PowerPoint. Confident in the use of email and internet.
Current customer experience.
Knowledge of data protection and confidentiality and ability to deal with sensitive enquiries
	Application form/ Interview

	Skills

&

Abilities
	A high standard of effective written and verbal communication skills.

Able to work successfully as part of a team.

Able to use own initiative, work independently and organize own work schedule. 

Ability to work flexibly.

Able to address new initiatives, learn new skills and willingness to undertake relevant training.

An understanding of the importance of confidentiality.

Ability to work under pressure and meet tight deadlines

Ability to be highly motivated in the role

 
	Application form/ Interview

	Personal Attributes
	Able to initiate and develop good working relationships with all members of the school community – pupils, families, staff and governors.

Ability to be a welcoming “front face” of school, have a friendly and approachable manner, presenting a professional image and contributing to a positive school ethos.

Punctual, good time keeping and excellent sickness absence record.
	Interview/

References

	Other Requirements
	This post will be subject to an enhanced disclosure from the Disclosure and Barring Service.


