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Person Specification
Administrative Assistant
	
	Essential
	Desirable

	Qualifications & Training
	· GCSE in English and Maths at grade C or above or equivalent (A)
· Willingness to undertake continuing training (I)
	· Training in/understanding of systems eg Sage, Integris (A I)

	Experience
	· Experience working in an office environment (A R)
· Cash handling (A)
· Ordering goods (A)
· Knowledge of DBS (A I)
· Experience and ability to work in a busy environment (R)
· Able to liaise effectively with other agencies (R) 
	· Experience working in a school office (R A)
· Knowledge and use of spreadsheets (A I)
· Experience of financial input and administration (A I)

	Knowledge & Understanding
	· Excellent numeracy and verbal and written communication skills (R I)
· Excellent IT skills (R I)
· Awareness of GDPR (A I)
· Understand the need for confidentiality and sensitivity (I R)
	· Knowledge of DDATs financial regulations (A I)
· Knowledge of staffing systems (A I)
· Understanding of DDATs safeguarding policy and guidelines (A I)

	Skills
	· Ability to prioritise, organise and work to deadlines (R A I)
· Ability  to multi-task (R I)
· Ability to deal with people of all ages sensitively, empathetically and when necessary, assertively (R A I)
	· Minute taking and transcribing (A I)

	Equal Opportunities
	· Knowledge and awareness of DDAT policy and commitment to its implementation (A I)
· Commitment to equal opportunities for all (A I)
	

	Other
	· Communicates effectively with staff, pupils, parents, visitors, governors and other agencies (R I)
· Pleasant and welcoming (R I)
· Team player (R I)
· Reliable (R A)
· Flexible working practices (R I)
· To be confidential in school matters (R A I)
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