	PERSON SPECIFICATION



JOB TITLE:
Admin Assistant

GRADE: 3
	CRITERIA
	DESIRABLE
	ESSENTIAL 

	Qualifications 


	Safeguarding Level 1
	Good standard of GCSE education (Grade C in Maths and English)

	Experience 
	Previous experience in a school environment


	Previous experience of working in a busy office environment


	Knowledge and Understanding

	SIMs Data Base 


	Confident using MS office programs, including Word, Excel and publisher


	Skills and Aptitudes
	
	Good telephone manner and interpersonal skills

To be able to work under pressure in a busy and diverse environment with good organisation skills
Confidentiality

Good oral and written communication skills



	Personal characteristics
	
	Ability to keep calm and focussed 

Be able to multi-task

To be a team player

Flexibility

Have the ability to develop nurturing relationships with children and their families



Note:  Cheshire West and Chester Council is committed to supporting people with disabilities and will make reasonable adjustments to these requirements where this enables a disabled person to do the job effectively.
IMPORTANT





THE REHABILITATION OF OFFENDERS ACT


The provisions of the Rehabilitation of Offenders Act relating to the non-disclosure of spent convictions do not apply to this job, YOU MUST, THEREFORE, DISCLOSE WHETHER YOU HAVE ANY PREVIOUS CONVICTIONS ON THE BACK PAGE OF THE APPLICATION FORM. 





If successful, you will also be required to apply for a Criminal Record Check from the Criminal Records Bureau.  The level of check required for this job is Enhanced Disclosure. Further information is contained in the Further Details document enclosed.








