	
	
	Essential
	Desirable
	Evidence

	Experience
	· General clerical / administration / financial work.
· Experience of working in a school environment.
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	Qualifications / Training
	· Qualification or experience in relevant discipline.
· Good literacy / numeracy skills.  
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	Knowledge / Skills
	· Able to relate well to children and adults.
· Pleasant telephone manner.

· Able to use Microsoft and other software effectively.

· Ability to create and maintain accurate records

· Respect confidential issues linked to home/students/teacher/school and to keep confidences as appropriate.
· Self motivated, flexible and committed.

· Willing to undertake training as required.

· Commitment to safeguarding and promoting the welfare of children.
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PERSON SPECIFICATION – FINANCE & ADMINISTRATION ASSISTANT





JOB DESCRIPTION – CLERICAL ASSISTANT











