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Person Specification 
Administration Assistant  

(with reception duties) 

           

 
 

You will be required to undergo an enhanced DBS check 

Essential Criteria: 

Qualification: 

Good standard of education, including GCSE Maths and English at grade C or above 

Experience and Skills: 

 Excellent written and communication skills 
 Ability to use IT systems, including Microsoft 365 
 Ability to meet deadlines and work under pressure 

 

Desirable Criteria: 

Qualification: 

RSA Word Processing or similar 

First Aid Qualification 

Experience and Skills: 

 Experience of working in a secondary school  
 Experience of working in administration 
 Experience of working with members of the public/reception duties 
 Knowledge of SIMS database 
 Accuracy in the recording and communication of information 

 

Personal Qualities:  

Be committed to the mission of ‘transforming life chances’  

Be able to build relationships with students, staff and parents  

Have high levels of motivation, energy and commitment  

Be a team-player with a good sense of humour 

 


