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                   Mosspits Lane Primary School
Person Specification
Administration Assistant

	REQUIREMENTS
	ESSENTIAL
	DESIRABLE

	Office and Reception Skills
	· A professional, approachable and welcoming manner
· Excellent administration skills
· Able to work on own initiative and work to deadlines
· Accuracy and attention to detail
· Excellent use of grammar and spelling
· Knowledge of attendance coding and policies

	

	Working with people
	· Effect and clear communication skills
· A team member
	· Experience of working in a school setting


	ICT skills
	· Familiar using Arbor
· Competent in use of Microsoft and Excel
	· Other software packages

	Personal qualities
	· Pleasant and welcoming manner
· Ability to use own initiative
· A sense of humour
· Excellent time keeping and pattern attendance
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