
	
	

	
	

	
	


Person Specification
	
	
	Essential 
	Desirable 

	Qualifications, Skills & Knowledge
	GCSE or equivalent (minimum Grade C) passes in Maths and English).
	*
	

	Experience
	2 years’ recent experience of general office administrative work
	
	*

	
	Experience of dealing with a range of people in a work setting, in person, in writing and over the telephone
	*
	

	
	Experience of dealing with pupils with Special Educational Needs
	
	*

	
	Experience of developing, implementing and maintaining filing and other work systems (manual and computerised)
	
	*

	Thinking Ability 
	Ability to organise and prioritise own workload to meet deadlines

	*
	

	
	Ability to work under pressure in a busy and demanding environment 
	*
	

	
	Knowledge of the SEN code of practice
	
	*

	
	Knowledge of PCR’s, Annual Reviews and EHCP’s
	
	*

	
	Ability to take minutes and record relevant information at Person Centred Reviews and Annual Reviews which you will then type and distribute
	*
	

	
	Ability to clearly interpret oral and written 

information
	*
	

	
	Ability to work with attention to detail and  


accuracy
	*
	

	
	Ability to ensure sensitive/confidential information is dealt with appropriately
	*
	

	
	Awareness of the need to maintain confidentiality
	*
	

	Personal Effectiveness
	Good communication skills
	*
	

	
	Good interpersonal skills
	*
	

	
	A team player with a collaborative approach
	*
	

	
	Ability to manage own time, prioritise tasks and proven organisational skills
	*
	

	
	Positive, ambitious and forward looking
	*
	

	
	Resilient and easily adaptable to change
	*
	

	
	Honesty and integrity
	*
	

	
	Passionate and enthusiastic about making a difference
	*
	

	
	Knowledge of school systems/procedures
	
	*

	
	Ability to form respectful and trusting relationships with a range of people including parents and carers
	*
	

	General 
	The flexibility to meet the full range of job requirements
	*
	

	
	A commitment to safeguarding and promoting the welfare of children and young people 
	*
	

	
	Commitment to the school’s aims and values
	*
	

	
	Demonstrate a firm commitment to the concept of Multi-Academy Trust and desire to see the Trust flourish and expand in a sustainable manner 
	*
	

	
	An understanding of and commitment to equal opportunities 
	*
	

	
	No serious health problems that will likely impair or impact on job performance.
	*
	

	
	Conscientious, honest and reliable


	*
	

	
	Good attendance record in current employment (not including absences resulting from a disability)
	*
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