PERSON SPECIFICATION

POST:

PA to Principal                             SCHOOL:     Callerton Academy                 

	FACTOR
	ESSENTIAL
	DESIRABLE
	MEANS OF

ASSESSMENT

	1.  SKILLS, KNOWLEDGE      AND APPTITUDES


	· Excellent interpersonal and communication skills

· Excellent ICT skills

· Ability to work to deadlines, prioritise and deal with a varying workload

· Discrete with the ability to maintain confidentiality

· Ability to meet challenges through the use of personal initiative and determination
· Able to work on own initiative and as part of a team 
	· Working knowledge of relevant polices and awareness of relevant legislation including those relating to safeguarding 

· Ability to work without supervision
	Interview

Application form

References

	2.  QUALIFICATIONS AND TRAINING
	· Good general education

· Excellent telephone manner

· First class customer care skills
	· Higher qualification in Business

· Able to offer shorthand


	Application form

Interview

References

Sight of Certificates



	3.  EXPERIENCE
	· Experience of using a computer information management system

· Experience of carrying out a professional administration service

· Ability to prioritise workload


	· Experience Supervising staff

· Experience of using SIMS

· Experience of working in a school or educational environment


	Application form

Interview

References

	4.  PERSONAL QUALITIES
	· Good team worker with a flexible approach to work

· Confident, conscientious and detail conscious

· Excellent organisational skills

· Highly developed interpersonal skills

· Ability to work under pressure with limited supervision

· Ability to form and maintain appropriate relationships and personal boundaries with students
	· Ability to demonstrate a conscientious and flexible approach
· Interest in, and commitment to the whole school as a community.
	Interview

	5.  SPECIAL REQUIREMENTS
	· Satisfactory Enhanced clearance with the Disclosure and Barring Service
· Occupational Health clearance
	· Willingness to undertake further training if necessary
	Interview

References

DBS clearance form

Occupational Health form


