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Person Specification – School Admin Assistant
St. John’s C.E. Primary School:

· Popular, oversubscribed school.

· High quality teaching and learning.

· Strong, supportive staff team.

· “Quite unique” family atmosphere.

· Challenging town centre location.

· Motivated and experienced Governing board.
We are looking for a school admin assistant 

Professional Skills, Knowledge and Understanding

Candidates should have:

	
	Essential/ Desirable
	Evidence

	Typing/keyboard/word processing skills
	E
	

	Ability to make accurate mental calculations
	E
	

	Experience in using ICT, inc. e-mail and internet
	E
	

	Ability to work with Microsoft Word and Excel
	D
	

	Experience in dealing with the public (in person or via telephone)
	E
	

	Ability to perform general administrative and office procedures
	E
	

	Experience of working in a school setting
	D
	


Personal Skills and Attributes

Candidates should be able to provide evidence that they have the necessary skills and attributes for this post.

	
	Essential/ Desirable
	Evidence

	Well developed verbal and written communication skills
	E
	

	Self–management and organisational skills
	E
	

	Self-confidence
	E
	

	Ability to work under pressure
	E
	

	Adaptability and flexibility
	E
	

	Ability to work as part of a team
	E
	

	Ability to prioritise a varied workload
	E
	


Qualifications

	NVQ level 2
	E
	

	GCSEs or equivalent in English and Maths
	E
	

	ECDL or equivalent IT qualification
	D
	


Confidential Referees and Reports.

	
	Essential/ Desirable
	Evidence

	Referees should provide support for the relevant professional and personal knowledge, skills and attributes mentioned above
	E
	

	Positive recommendation from current employer (if applicable)
	E
	

	Satisfactory health and attendance record
	E
	


	Role Title

	Typically reports to

	Administrator 1
	Line Manager

	Information sources
    
	Date of profile

	Agreed by School Working Party Job Evaluation Panel
	150711

	Purpose of the role (job statement)

	To provide general clerical or administrative support to the school under the direction or instruction of senior staff.

	Responsibilities 

	Key duties:

1. Provide administrative support, following instructions or set routines e.g. photocopying, filing, faxing, emailing, completion of routine forms, school meals. This could be directly supporting the Headteacher 

2. Update manual and computerised records/management information systems. 
3. Exchange of information with other school staff and teachers, senior leadership team, pupils, parents / carers, suppliers.
4. Maintain confidentiality and adhere to safeguarding procedures
Individuals in this role may also:

1. Undertake reception duties, act as first point of contact in response to telephone and face-to-face enquiries, sign in visitors  

2. Open, sort and distribute incoming mail and post outgoing mail

3. First point of contact for sick pupils, liaise with parents / carers / staff 

4. Assist with arrangements for visits, for example by school nurse, photographer 

5. Ensure collection of attendance registers  
6. Responsible for the selection, ordering and storage of supplies under direction.
7. May handle small amounts of cash (e.g. dinner money, school visits).


	Indicative knowledge, skills and experience 

	· Some knowledge of school administration and office systems.

· National qualifications at Level 2, GCSE or relevant equivalent experience.
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