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Person Specification
Post:


Evening Administrative Assistant


Hours of work: 

10 hours a week, term time only
Responsible to: 

Senior Admissions Officer
	E: Essential
	D: Desirable


	
	E
	D
	Method of Assessment

	Knowledge & Experience, Skills & Abilities

	     QUALIFICATIONS

	1. At least 5 GCSEs (grades A-C) or equivalent including English and Maths.
	(
	
	Application

	2. NVQ Level 2/3 in Customer Service or Business Administration or a recognised IT qualification (or equivalent).
	
	(
	Application

	EXPERIENCE

	3. Experience in general administration and clerical support
	(
	
	Application/interview

	4. Experience of working with the public.
	(
	
	Application/interview

	5. Switchboard/telephone experience.
	(
	
	Task at interview

	6. Experience in the use of ICT systems.
	(
	
	Task at interview

	     SKILLS/ABILITIES
	
	
	

	7. Effective communication skills at both verbal and written levels.
	(
	
	Interview

	8. Effective and up to date IT skills
	(
	
	Application/Interview

	9. The ability to remain calm and good-humoured under pressure.
	(
	
	Application/Interview

	10. Excellent interpersonal skills and the ability to communicate clearly and effectively with others.
	(
	
	Application/Interview

	11. A willingness to play a full part within a small team.
	(
	
	Application / interview

	12. A willingness to learn new skills and undertake training as necessary.
	(
	
	Application

	13. The ability to take a pro-active approach including initiating work, taking lead responsibility, working autonomously where appropriate. 
	(
	
	Application/interview

	14. Good time-keeping and attendance are essential.
	(
	
	Application/interview

	15. Flexible approach to working patterns.
	(
	
	Application/interview
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