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Person Specification: Admin Assistant

	Criteria
	Essential / Desirable

	Good general education including GCSEs (Grade C/4 or above) in English and Mathematics (or equivalent).
	Essential

	Formal administrative, secretarial, or ICT qualification (e.g., NVQ Level 2/3 in Business Administration or equivalent experience).
	Desirable

	Training or qualification related to Special Educational Needs (SEND) or Safeguarding.
	Desirable

	Substantial experience working in a busy administrative or clerical role.
	Essential

	Experience in an educational setting or working directly with Special Educational Needs (SEN) administration.
	Desirable

	Experience organising multi-agency meetings, taking accurate minutes, and managing complex administrative schedules.
	Essential

	Experience using Management Information Systems (MIS) (e.g., SIMS, Arbor, Bromcom) to maintain accurate records.
	Desirable

	Experience liaising with external agencies (Local Authorities, Educational Psychologists, Health/Social Care teams).
	Desirable

	Familiarity with statutory EHCP processes, timelines, and the SEND Code of Practice.
	Desirable

	Strong understanding of Data Protection (GDPR), confidentiality, and safeguarding/child protection procedures in schools.
	Essential

	Communication: Excellent verbal and written communication skills with the ability to convey complex statutory information clearly and compassionately to parents/carers.
	Essential

	IT Proficiency: Strong skills in Microsoft Office / Google Workspace (Word/Docs, Excel/Sheets, Outlook/Gmail) and database systems.
	Essential

	Organization: Outstanding time-management and organisational skills, with a proven ability to meet strict statutory deadlines while balancing competing demands.
	Essential

	Accuracy & Attention to Detail: Meticulous approach to record-keeping, report compilation, data entry, and minuting meetings.
	Essential

	Interpersonal & Teamwork: Ability to work collaboratively with school staff, governors, and external professionals, acting as a welcoming first point of contact.
	Essential

	High degree of empathy, patience, and discretion when supporting families through sensitive situations.
	Essential

	Self-motivated, resilient, and capable of working independently as well as part of a dynamic team.
	Essential

	Commitment to promoting the school's ethos, values, and inclusive culture.
	Essential

	Willingness to undertake ongoing training and professional development.
	Essential
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