Generic Person Specification

School Administrator (Level 3) (JE: 2211)


	Job title: 

	School Administrator
	
	Ealing GLPC Grade:
	Scale 6

	
	(Level 3)
	
	
	

	School:
	
	
	Post No:
	

	Line manager:
	Senior teacher, Class teacher, Senior Teaching Assistant

	Supervisory responsibility:
	Supervise training and develop other school administrative and clerical staff as necessary

	Hours:
	


This form lists the essential requirements needed in order to do the job.  Applicants will be short-listed solely on them meeting these requirements.

Essential Requirements

Education and Experience

a) Experience of development, management and operation of administrative systems.

b) Very good literacy/numeracy skills.

c) High level of competence using the internet, word processing, data bases.

Knowledge, Skills and Abilities 

d) Effective use of ICT and other specialist equipment/resources. 

e) Very good ICT skills.

f) Full working knowledge of relevant policies/codes of practice and awareness of relevant legislation.

g) Ability to relate well to children and adults.

h) Ability to work constructively as a team, understanding school roles and responsibilities and the post holder’s position within these.

i) Ability to self evaluate learning needs and actively seek learning opportunities. 

j) To be responsible for promoting and safeguarding the welfare of children and young people within the school.
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