STOCKPORT METROPOLITAN BOROUGH COUNCIL
PERSON SPECIFICATION

POST TITLE:	Clerical Assistant 
DIVISION		Reddish Vale Nursery School
	
ATTRIBUTES
	
ESSENTIAL
	
DESIRABLES
	
HOW IDENTIFIED

	

RELEVANT EXPERIENCE

	Experience of dealing with members of the public on the telephone and /or in person
Current or recent experience of front of house/office administrative work.

	
Current or recent experience of administrative work in a school setting.
To hold or to be willing to undertake a certificate in first aid
	
Application Form / Interview

	
EDUCATION AND TRAINING


	Possess GCSE A* - C in English and Maths or equivalent.
Good general standard of education. 
Willingness to undertake further training and/or qualification
	First Aid Certificate 
Food Hygiene certificate.
Basic Safeguarding awareness certificate.
Manual Handling training.
	
Application Form/ Interview

	
SPECIAL KNOWLEDGE AND SKILLS


	Highly competent in using IT software, including Microsoft Office and Digital platforms
Communicate effectively and accurately both verbally and in writing.
Good Interpersonal Skills.
Address sensitive matters with a caring manner whilst always maintaining confidentiality.
Ability to prioritise competing demands and meet deadlines, acting on own initiative and be proactive when solving problems.
Ability to deal with situations under pressure in a tactful, calm and confident manner.
Ability to work as a member of a team and on your own initiative.
Excellent time management and self-motivation skills.
The ability to know when to refer / consult with others.
Work constructively as part of a team.
	
Understanding of the operation of a school office. 
Knowledge of SIMS FMS software (School)


	
Application Form / Interview

	
ANY ADDITIONAL FACTORS

	
Must be able to respect confidentiality and comply with Data Protection, Safeguarding, Health and Safety requirements.
Personal commitment to continuous self-development.
Commitment to inclusive practice.
	
Experience of completing risk assessments.
	
Application Form and Interview
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