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	Person specification: Administrative Assistant 






	
	Essential
	Desirable

	Qualifications and training
	· 3 GCSE passes or equivalent including English & Mathematics
· Experience of working in a reception or customer care role
· Good level of IT literacy (e.g. Microsoft Office)

	First Aid
Knowledge and understanding of procedures and policies around confidentiality, data protection and sharing of information 

	Experience
	· Experience of working in a administrative or office environment 
· Experience of dealing with the public (face-to-face, phone, email)
· Experience of managing records and handling confidential information 
	Previous experience in a school or educational setting
Experience using schools systems (e.g, Arbor)

	Knowledge and Understanding
	· Understanding of general administration procedures
· Awareness of confidentiality and data protection (e.g. GDPR)
· Basic understanding of safeguarding responsibilities in a school
	Knowledge of school policies and procedures
Understanding of attendance processes and statutory requirements

	Skills and Abilities
	· Excellent organisational and time management skills
· Strong written and verbal communication skills
· Ability to prioritise workload and meet deadlines
· Good attention to detail and accuracy 
· Ability to work independently and as part of a team
· Competent in IT systems and data entry
	Ability to use school management systems
Problem solving skills and initiative

	Personal qualities 
	· Friendly, approachable and professional manner
· Ability to remain calm under pressure
· High level of discretion and integrity
· Flexible and adaptable approach to work
· Commitment to safeguarding and promoting the welfare of children
· Assertiveness 
	Positive attitude and willingness to contribute to wider school life

	
	· We thrive as a forward-thinking, rural community school that nurtures happy, healthy and hopeful children prepared for tomorrow.

	Wrenbury Primary School values
	At Wrenbury, we are very proud of the education and curriculum we offer and are continually striving to be the best we can be and do the very best we can for each and every one of our children.
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All candidates must be;
· Eligible to work in the UK.
· Open to having the relevant security checks made on them, e.g. an enhanced DBS check. 
· Suitable to work with children and young people.
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