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PERSON SPECIFICATION

POST:

Administration Assistant Level 3 


SCHOOL:     Gosforth Academy     
            

	FACTOR
	ESSENTIAL
	DESIRABLE
	MEANS OF

ASSESSMENT

	1.  SKILLS, KNOWLEDGE      AND APPTITUDES


	· Excellent interpersonal and communication skills

· Excellent ICT and keyboard skills including the use of Microsoft applications (specifically Word and Excel)

· Ability to work to deadlines, prioritize and deal with a varying workload

· Able to work on own initiative and as part of a team 

· Ability to work without supervision
	· Good working knowledge of SIMS


	Interview

Application form

References

	2.  QUALIFICATIONS AND TRAINING
	· Good general education

· Excellent telephone manner

· First class customer care skills
	
	Application form

Interview

References

Sight of Certificates



	3.  EXPERIENCE
	· Experience of clerical/administrative work

· Experience of dealing with customers/clients both face to face and over the telephone

· Ability to prioritize workload
	· Experience in an educational environment

· Ability to work confidently with Excel spreadsheets


	Application form

Interview

References

	4.  PERSONAL QUALITIES
	· Ability to deal confidently with a wide range of clients

· Ability to cope under pressure in a controlled, effective, efficient and friendly manner

· Ability to relate well to colleagues, staff and students

· Team player with initiative

· Ability to form and maintain appropriate relationships and personal boundaries with students.
	· Ability to demonstrate a conscientious and flexible approach

· Interest in, and commitment to the whole school as a community.
	Interview

	5.  SPECIAL REQUIREMENTS
	· Satisfactory Enhanced clearance with the Disclosure and Barring Service

· Occupational Health clearance
	· Willingness to undertake further training if necessary
	Interview

References

DBS form
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