B a l f o u r   I n f a n t   S c h o o l
Person Specification – Attendance and Data School Administration Assistant with specific responsibility for School Clubs before and after school 
	Requirement
	Essential
	Desirable

	Qualifications
	A good standard of general education – a minimum of 5 GCSE including English and Mathematics A – C or equivalent
First Aid Qualification in particular paediatric first aid
	· IT qualification
· Completed Fire Warden training

	Professional knowledge and experience
	· Proven experience of working for more than two years in a busy office environment
· Advanced knowledge of Microsoft applications
· Ability to communicate effectively and confidently in both oral and written forms to a range of stakeholders
· Ability to work to a high standard of accuracy and presentation
· Extensive experience and working knowledge of SIMs

· Ability to apply knowledge of Child Protection and Health and Safety.

· Ability to maintain confidentiality in all aspects of work in accordance with GDPR legislation

· Proven experience in assessing risk

 
	

	Personal qualities and skills
	· Committed to safeguarding and promoting the welfare of children

· Positive and resilient in demanding and pressurized situations
· A calm professional manner, efficient, extremely organized with good time keeping

· Ability to deal with all stakeholders in a positive and professional manner, which promotes a positive image of the school

· Ability to assess risk ie respond calmly appropriately to aggression e.g. swearing, shouting and demanding behavior such reporting to the police or calling a SLT member for support or notify a parent if a child is ill or notify emergency services

· Ability to show close attention to detail to ensure accuracy

· Articulate and confident telephone manner especially when faced with dissatisfied parents/public

· Ability to work constructively, flexibly and with a high degree of independence

· Ability to work as part of a team

· Able to make warm and open relationships with adults and children

· Ability to use own initiative with correspondence and projects delegated
· Demonstrate excellent verbal and written communication skills

· To have the necessary computing skills to use Word, PowerPoint and other computing programmes to support learning and keep records
	· Prepared to contribute to the wider life of the school
· Willingness to cover for agreed periods of time as workload demands



