Job Specification: Administration Assistant, July 2026

Attributes

Essential

Desirable

How Identified

Qualifications

GCSE English and Maths-Grade C+ or
equivalent

Training and experience in Arbor

Application

Certificates

e Accomplished usage of MS Office e.g.
e Keyboard skills digital diary, tasks.
e Experienced user of MS Office, especially
Word, Excel and Outlook
. e Good administration procedures e Ability to use Arbor (Previously Application
Knowle.dge, skills Scholarpack or similar) .
and aptitudes e Computer literate including strong word Interview
processing skills and the ability to create and | ®  School admission procedures
Reference
input data into spreadsheets
e Current First Aid certificate (or willingness
e Highly effective record keeping and system to train)
organisation skills
e Good communication and diplomacy skills e.g.
dealing with parents and visitors
e Accuracy and attention to detail
e Effective time management skills
e Prioritisation skills
e Ability to learn new systems quickly,

particularly IT systems
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Personal skills

Ability to cope in a busy environment

Ability to work as part of a team and build
relationships with children, staff, parents and
Governors

Ability to work on own initiative
Ability to communicate effectively at all levels
To be able to ensure confidentiality

Ability to provide a high standard of
customer care and promote the school in a
positive way

Sense of humour!
Ability to adapt well to change

Willing to undertake any relevant
training and develop the school’s systems

Flexible working pattern in terms of
overtime, if required

Application
Interview

Reference

Experience

Maintaining computerised records

Ability to deal with large range of
administrative clerical tasks

Ability to work under pressure and to
consistently meet deadlines

Minimum of 6 months experience in a
post involving administrative and IT skills.

Previous employment in school
administration

Inputting data into Insight etc

Application letter /
references / interview
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