Person Specification 

	Job Title:

Admin Assistant 
	Boleyn Trust

	Rosetta Primary School

	Job Number: 

	Grade: 
Scale 5
	Date last updated:

April 2018



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the Boleyn Trust.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

	KNOWLEDGE:

Ability to undertake a wide range of admin tasks, using set procedures.

Highly developed inter-personal skills

Ability to operate Information Technology systems efficiently and accurately and word processing to a reasonable typing speed.

Clearly developed organisation skills.


	Application Form/Interview/Certificate/Test (delete as appropriate)



	QUALIFICATIONS:
High Standard of Literacy and Numeracy
GCSE standard 


	Application Form/ Interview/ Certificate/Test (delete as applicable)



	EXPERIENCE:
Experience of school admin routines and office tasks/

Office routines.

Experience of using computer technology including Word

Experience of other school based admin systems


	Application Form/ Interview/ Certificate/Test (delete as applicable)



	SKILLS AND ABILITIES:

Ability to work under pressure to tight deadlines
Ability to prioritise and organise workload

Ability to exercise confidentially and discretion on sensitive matters

Ability to communicate effectively with staff, parents and children


	Application Form/ Interview/ Certificate/Test (delete as applicable)



	PERSONAL STYLE AND BEHAVIOUR:

Clear record of punctuality and good attendance

Honesty and integrity
Loyalty and professional confidentiality

Flexibility

Politeness and Professionalism

	Application Form/ Interview/ Certificate/Test (delete as applicable)

	OTHER SPECIAL REQUIREMENTS:
Such as willingness/ability to work out of hours, Driving Licence etc. but only if an essential job requirement)

	Application Form/ Interview/ Certificate/Test (delete as applicable)


