PERSON SPECIFICATION
SCHOOL:

Robert Miles Junior School
POST TITLE:
Clerical Assistant
DATE:

January 2025
	CATEGORY/ITEM

	ESSENTIAL
	DESIRABLE

	Experience and knowledge
	

	Accurate IT skills, 

Using Excel and Word.   Ability to use computer keyboard with precision and speed.

Use of good organisational skills.

Maintaining appropriate records and managing information.

Working accurately when dealing with statistical information.

Empathetic personality.

Pleasant telephone manner.


	Previous experience of working in a school Office
Flexibility to work in school hours.
Basic First Aid trained.

	Education and Training


	

	Good literacy and numeracy skills gained from general education.

Willingness to undertake further training


	Experience in using Arbor.

	Knowledge


	

	Routine word processing including preparation of letters and notices.
Knowledge of how to accurately undertake cash collection duties and maintain appropriate records.


	

	Skills/Aptitudes


	

	Awareness of the need for confidentiality of records and information.
Excellent reception manner.

Ability to communicate and respond      appropriately with a wide range of staff, governors, parents/carers and children.

Enthusiasm and motivation.


	Previous experience of working with children

	Specific requirements


	

	Evidence of suitability to work with children.
Ability to make a professional contribution to the school.


	Previous proven track record of working in a confidential environment.
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