	Person Spec Admin Support

	Attributes
	E = Essential,   D = Desirable

HI = How Identified
	E
	D
	HI
	Comments

	Qualification
	Educated to GCSE Standard - to include English and Maths
	(
	
	A/R
	

	
	A First Aid at Work qualification or willingness to be trained
	(
	
	A/R
	

	Experience
	Evidence of successful team work
	(
	
	A/I/R
	

	
	Experience of working in a school setting
	
	(
	A/I
	

	
	Evidence of the ability to prioritise work
	(
	
	A/I
	

	
	Evidence of experience of working in administration
	(
	
	A/I
	

	
	To have high order, written and interpersonal communication skills
	(
	
	A/I
	

	Skills
	Excellent IT skills (Microsoft Office, email)

	(
	
	A/I
	

	
	The ability to think and act flexibly.
	(
	
	I
	

	
	To be able to interact effectively with pupils, parents, staff and external agencies 
	(
	
	A/I/R
	

	Personal Qualities
	Commitment to comprehensive education and helping pupils to achieve high standards
	(
	
	A/I/R
	

	
	An understanding of school policies and procedures and a commitment to safeguarding.
	(
	
	A/I/R
	

	
	Ambition to succeed, develop and engage in continuous Professional Development
	(
	
	A/I
	

	
	Excellent organisation skills and ability to show initiative and work under pressure.
	(
	
	A/I/R
	

	
	To be prepared to be flexible and have the ability to multi-task
	(
	
	A/I/R
	

	
	The ability to establish good working relationships with staff 
	(
	
	A/I/R
	

	
	To be committed to an honest, helpful, hard working approach
	(
	
	I
	

	
	A very good record of punctuality and attendance.
	(
	
	
	

	KEY: A= APPLICATION, I = INTERVIEW, R = REFERENCE


