Sarratt C. E. Primary School – Person Specification

Experience
· Experience in organising and managing administrative systems and procedures in an office environment
· Experience of working around children/young persons, preferably in a school/college
· Experience of working as part of a team
· Experience of working on own initiative

Skills, Knowledge and Ability
· Ability to undertake a wide range of administrative tasks including word processing and filing
· Ability to collate statistical data and present both orally and in written reports
· Ability to apply information communications technology to the responsibilities of the job
· Proven literacy, numeracy and communication skills including being able to respond appropriately to staff, governors, parents, pupils, outside agencies and the Local Authority
· Good understanding of issues associated with a primary school and commitment to promoting equality of opportunity in all aspects of school life.
· Ability to respect confidentiality
· Ability to deal with occasional contentious/difficult situations 
[bookmark: _GoBack]· Ability to work to a high level of autonomy under limited direct supervision, including determining and organising information; to manage own workload, to work to a deadline
· Ability to work successfully as a member of a team
· As an employee of Sarratt Primary School, you will be required to pursue actively the Local Authority’s policies on equal opportunities and race relations and to undergo any training associated with this.
· Knowledge of using information systems including computerised systems such as SIMS in an administrative environment or willingness to learn.

Qualifications
· IT literate
· Word processing / data processing/ spreadsheets/ presentations
· NVQ level 2 or equivalent in literacy and numeracy or equivalent
· Willingness to undertake training to develop skills in order to take a proactive role in administration 
