PARRS WOOD HIGH SCHOOL
A member of Greater Manchester Education Trust

Person Specification
Administrative Support Assistant, Grade 4
Experience

· Experience of working in an administrative support environment
· Experience of working in a reception or customer service environment

Knowledge/Skills

· Demonstrable ability to operate various software packages, e.g. Microsoft Word and Excel, and information technology systems and equipment
· Good communication skills, for effective interaction with service users, colleagues and members of the public
· Good literacy and numeracy skills to accurately complete and maintain relevant records and produce reports
· Ability to work on own initiative, to be proactive, and to plan own workload
· Willingness to work as part of a team to ensure high quality standards
· Willingness to abide by the Trust’s various policies including safeguarding
· Ability to speak a Community Language e.g. Arabic/Urdu/Somali is desirable

Personal Style and Behaviour

· Tact and diplomacy in all interpersonal relationships with the public, students and colleagues at work

· Self-motivation and personal drive to complete tasks to the required timescales and quality standards

· The flexibility to adapt to changing workload demands and new school challenges

· Personal commitment to ensure services are equally accessible and appropriate to the diverse needs of the school community

· Personal commitment to continuous self-development

· Personal commitment to continuous service improvement

· Personal commitment to the Trust’s professional standards, including dress code, at all times

· Be willing to consent to and apply for an Enhanced Disclosure & Barring Service (DBS) check

