Person Specification 
Qualifications
· The successful candidate is likely to have at least GCSE maths and English minimum grade C.
· Computer literacy including Microsoft and Excel.  
Essential skills
· Highly effective communication skills, both verbal and written
· Ability to compose letters and proofread.
· Ability to work on own initiative and make decisions
· Ability to work as part of a team.
· Excellent planning and organisational skills.
· Ability to relate to all personnel including children.
· Ability to approach confidential matters with diplomacy, discretion, sensitivity, complying with the Data Protection Act.
· Ability to learn whole school procedures and organisation quickly.
· Willingness to learn new systems as required for specific tasks – e.g. parentmail.

Desirable experience 
· Previous experience of working in a school environment as an administrator or administrator and personal assistant.

Personal Qualities
· Always maintain confidentiality
· The ability to communicate effectively and courteously in person or by telephone.
· The capacity to remain calm and cope with the unexpected.
· The ability to organise and prioritise tasks, working to deadlines if required.
· Demonstrate commitment and enthusiasm with a positive mindset and a sense of humour.
· A willingness to learn and be part of a positive and collaborative team
· Excellent health and timekeeping.
· [bookmark: _GoBack]A love of working in an environment centered on children.


