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	Attributes
	Essential
	Desirable
	How the selection criteria will be assessed

	Qualifications
	· 5 A*-C GCSEs, including Mathematics and English or equivalent
	
	Application form

	Professional Experience Knowledge and Understanding
	· Basic understanding of school, Local Government and Central Government structures and how they interrelate.

· Experience of management information systems
· Understanding of pastoral care and student welfare in a school environment.


	· Knowledge of the Headteacher and Strategic Leadership Team’s role in the running of the school.

· Knowledge of the role of the DfE and OFSTED and how they relate to the school.

· Experience of using SIMS.
	Application form and interview

	Skills
	· Excellent communication skills, both written and oral, with the ability to produce confidential correspondence
· Excellent IT skills 
· Experience of using MS Office and Google.

· Ability to identify work priorities and manage own workload to meet deadlines.
· Ability to produce high quality work with attention to details

· Ability to take minutes of meetings
	· Knowledge of First Aid
	Application form and interview

	Personal Qualities
	· Ability to respond proactively to unexpected problems and situations.
· Demonstrates professionalism at all times.

· Excellent interpersonal and communication skills.

· Able to work effectively under pressure.

· A flexible and positive approach to work.

· Knowledge of, and commitment to, Equal Opportunities.

· Able to deal with sensitive situations in a professional manner and maintain confidentiality when required.
· Willingness to undertake relevant training.

· Ability to build and maintain effective working relationships across the school.

· Willingness to work flexibly to meet the needs of the service and ensure deadlines are met.

· Able to relate well to students, peers, and all stakeholders of the school.
· Punctual and reliable.
	
	Application form and interview


SELECTION CRITERIA

Applicants will need to demonstrate that they possess the personal aptitudes, abilities, skills, knowledge, experience, education and qualifications outlined in the person specification above. A statement addressing each of these characteristics is essential.

(Note: Please address each selection criteria individually, providing demonstrable evidence in support of your claims)
