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	Personal Specification										

	JOB TITLE
	GRADE
	SCHOOL
	SERVICE AREA

	School Administrator
	4 scale point 4
	Whitby Heath
	Children’s services



Whitby Heath Primary as an aware employer is committed to safeguarding and protecting the welfare of children and vulnerable adults as its number one priority. This commitment to robust Recruitment, Selection and Induction procedures extends to organisations and services linked to the Borough Council on its behalf”.

NOTE TO APPLICANTS
Whilst all points on the specification are important, those marked ‘E’ (essential) are the key requirements.  You should pay particular attention to these points and provide evidence of meeting them.  Failure to do so may mean that you will not be invited for interview.
																	

	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
EXPERIENCE
(Required to do the job) Consider type, paid, unpaid, depth

	
· Experience of administrative work E
· Experience of developing systems and processes D
· Understanding of Arbor D
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SKILLS AND ABILITIES
Consider level and type e.g. written, verbal, numerical, supervisory or other job related skills including suitability to work with children and/or vulnerable adults



	
· Excellent interpersonal and communication skills – written and oral E
· Excellent organisation skills with a systematic approach to workload management E 
· Excellent time management, planning and work prioritisation skills E
· Knowledge of relevant policies/codes of practice/legislation e.g. Safeguarding, GDPR etc. E
· Ability to plan and develop systems D
· Ability to relate well to children and adults E
· Ability to form and maintain appropriate relationships with all stakeholders E
· Ability to abide by the School’s Code of Conduct regarding appropriate relationships with all others including children encountered during the exercise of duties E
· Work as part of a team, understanding school roles and responsibilities and your own position within these E
· Ability to self-evaluate learning needs and actively seek learning opportunities E
· Confidentiality of information as appropriate E
· Solution focused with a can-do attitude E
· Ability to work under pressure E
· Ability to work on own initiative E
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EDUCATION / QUALIFICATIONS/
KNOWLEDGE
Consider level and type e.g.
vocational training, job-related


	
· Knowledge and understanding of child protection and safeguarding practices and protocols E
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OTHER REQUIREMENTS
Hours of work, rota patterns, working conditions, location and the requirement to drive should be stated if essential to the job
  

	
 
· Enhanced DBS Disclosure E
· 34.5 hours per week, 5 days per week E
	
C



	
COMMITMENT TO EQUALITY AND DIVERSITY
Consider the level of 
understanding and knowledge 
required

	
· Ability to understand and demonstrate a commitment to equality and diversity E
· Understanding of safe working practises in education setting E
· Commitment to Safeguarding and Child Protection measures E
	
I
I
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COMMITMENT TO SERVICE
DELIVERY/CUSTOMER CARE
Consider level of knowledge required
	
· Punctual and conscientious in exercise of duties E




	
A + I




	COMPLETED BY
	DATE
	APPROVED BY
	DATE

	LT
	Nov 25 2025
	SW
	20/11/25



METHOD OF ASSESSMENT (* M.O.A.)

A = APPLICATION FORM, C = CERTIFICATE, E = EXERCISE, I = INTERVIEW, P = PRESENTATION, T = TEST, AC = ASSESSMENT CENTRE	
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