Person Specification


Job Title: 		Admin Officer Xs 8.4b

Dorset Grade 6:	Salary *****

37 hours per week Monday to Friday, Term time only


1. EDUCATION AND PROFESSIONAL QUALIFICATIONS

Essential

A minimum of 5 GCSEs, Grade C/4 or above, or equivalent, including English & Maths
Relevant experience of working in an administrative or receptionist role

Desirable (Ranked in overall order of importance)

Recognised secretarial qualification
First Aid at Work qualification


2. KNOWLEDGE, EXPERIENCE & PERSONAL ATTRIBUTES

Essential

· Has experience of working in an administrative or receptionist role
· An ability to work autonomously and as part of a team – must be an excellent team member
· Good organisational and time management skills
· Has a good standard of IT, including experience of Microsoft Office packages, i.e. Word, Outlook and Excel
· Excellent interpersonal and communication skills; The ability to communicate effectively with pupils, parents, visitors and staff is essential
· Is a self-starter who is motivated to use initiative and has a good attention to detail
· Has discretion and sensitivity and understands the importance of confidentiality
· Resilience
· Calm under pressure
· Adaptable and flexible
· Empathetic to the pressures that young people face 
· Emotional resilience in working with challenging behaviours
· Can promote and safeguard the welfare of children in accordance with the school’s safeguarding and child protection policy

Desirable (ranked in overall order of importance)

· Experience using school systems – Arbor MIS
· Experience of working in an educational setting
· Experience of working with children with SEMH (Social, Emotional and Mental Health) needs
· Experience of working in Alternative Provision



Source of criteria evidence 
Application
References
Interview
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