


TADSS
Person Specification – Admin Officer		
       

	Criteria
	Essential
	Desirable

	Qualifications 
	·  English & Maths GCSEs 
	

	Experience, knowledge and skills
	· Excellent organisation skills
· Previous experience of working in an office environment
· Effective and professional communication skills
· Professional skills, i.e. using initiative, flexibility, diplomacy, discretion and high level of confidentiality
· Numerate, computer literate and with spreadsheet experience
· Ability to work as part of a team and unsupervised
· Ability to prioritise own workload
· Ability to work to deadlines and deal with changing and conflicting priorities
· Excellent working knowledge of ICT software applications including Microsoft (MS Word, Excel)
	

	Personal qualities
	· Enthusiasm, commitment and resilience
· Positive ‘can-do’ attitude
· A commitment to support further developing TADSS provision and opportunities
· A commitment to promoting positive attitudes and values
· A commitment to professional development
· An ability to respond positively to change
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