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PERSON SPECIFICATION

SCHOOL ADMINISTRATIVE ASSISTANT 

	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application and Interview
	Experience of clerical/administrative/financial work
	√
	

	Application and Interview
	Experience of working in an educational setting
	
	√

	Application and Interview
	Level 2 qualification in English/Literacy and Mathematics/Numeracy
	√
	

	Application and Interview
	NVQ 2 Business & Administration or equivalent qualification or experience
	
	√

	Application and Interview
	Ability to work effectively within a team environment, understanding school roles and responsibilities.
	√
	

	Application and Interview
	Ability to work on own initiative
	√
	

	Application and Interview
	Ability to build and maintain effective working relationships with all pupils and colleagues.
	√
	



	Application and Interview
	Ability to continually develop and extend own working practices to provide a quality service to the school.
	√
	



	Application and Interview
	Effective use of ICT packages including Microsoft applications  
	√
	

	Application and Interview
	Must have a high awareness of confidentiality
	√
	



	Application and Interview
	Effective organisational, planning and prioritising skills
	√
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