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St. Augustine’s

Catholic Primary School


Person Specification: Administration Assistant
	
	Essential
	Desirable

	Qualifications & training


	· English and Maths to GCSE grades A-C or equivalent

	· further qualifications in English and / or Maths
· qualification in MS Office and/ or school management systems

	Experience
	· worked in an office environment/school environment  

· experience of working successfully and co-operating as a member of a team
· experience of clerical/ administrative duties eg filing, record-keeping
	· office experience of at least 2 years
· experience of working with school management programmes

	Professional Values
	· promote the school’s aims positively

· establish and maintain good professional relationships with pupils, parents and colleagues

· adopt a flexible approach to working 
	

	Knowledge and understanding
	· be confident in the use of email and database programs 
· understand the importance of confidentiality
	· understand the statutory requirements of legislation concerning Safeguarding, including Child Protection, Equal Opportunities, Health & Safety and inclusion

	Skills
	· communicate effectively (both verbally and in writing) at all levels to a variety of audiences e.g. pupils, staff, parents, visitors
· be able to prioritise workloads; have excellent time management and organisational skills; 
· be able to work under pressure and meet deadlines
· produce accurate work
· be able to work under their own initiative
	


