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Office Assistant
Person Specification

	ESSENTIAL
	DESIRABLE

	· Excellent management, interpersonal, organisation, written and communication skills.

· Confidential.
· Ability to stay calm, patient and polite whilst working under pressure.

· Educated to GCSE ‘C’ Level standard, particularly Maths and English.

· Understands the necessity to work as a team and support colleagues.

· Is able to work with a high degree of accuracy.

· Good ICT skills.

· Ability to meet milestone and deadline dates.

· Ability to use own initiative.

· Ability to interact with students, staff and other stakeholders.

· Is willing to contribute to the broader life of the school.

· Good sense of humour.


	· Be able to cover full time in the absence of the office manager
· Good working knowledge of Excel




