	              	 
 PERSON SPECIFICATION                                       POST TITLE: Clerical Officer                     	

	
ATTRIBUTES
	
ESSENTIAL
	
DESIRABLE

	
QUALIFICATIONS
	· Educated to GCSE or equivalent in Maths and English
· Willingness to undertake specific training

	

	
SKILLS AND EXPERIENCE
	· Excellent communication skills both written and verbal
· Ability to prioritise workload
· Accurate record keeping
· Knowledge of Microsoft Office applications
· Sound organisational skills
· Good standard of computer literacy
	· Experience of working in an educational setting or with young people

	
PERSON(AL) SKILLS
	· Commitment to support the Christian ethos of the school
· Patience and understanding of issues related to young people
· Ability to communicate confidently at all levels from students to senior leaders
· Flexible approach to work
	· Willingness to participate in evening events as required e.g. new parents meeting



