CLEVES CROSS PRIMARY SCHOOL PERSON SPECIFICATION
POST TITLE:   Administration Assistant 


    To work in the school office.

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Qualifications and Training
	NVQ Level 2 or equivalent
	Word Processing or ICT Qualification


	Application Form

	Skills, knowledge and aptitude
	Previous experience of administration work. 
Ability to work effectively as part of a team
Good organisation and communication skills

Ability to work on own initiative 

Ability to work in a discreet and sensitive manner

Willingness to participate in further training and development opportunities offered by the school, to further knowledge 

Good inter-personal and customer service skills

Sensitive to the needs of children

Ability to demonstrate at least basic knowledge of ICT software package

Good literacy and numeracy skills


	Previous experience in a primary school office

Flexibility in working hours


	Application form
Interview/References
Application Form/References

Interview/Reference
Interview/Application Form
Interview/Application Form
Interview/Application Form
Application Form/References

	Additional Factors
	Supportive references

	Enthusiasm. 

A flexible approach to working 

Ability to promote a positive image of the school
	Application form/References/Interview
Interview


