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Person Specification

	Qualifications and Experience

	Essential
· Educated to a high standard (GCSE / A Level or equivalent)
· Qualifications or experience in administration


	Desirable
· Experience of working in a school environment 
· Experience of communicating with schools
· Experience of working in an office environment 
· Awareness and understanding of the Data Protection Act


	Knowledge and Understanding

	Essential
· Comprehensive working knowledge of Microsoft Office including; Word, Excel and Outlook
· Fully competent with use of email, internet and other web based applications.
· Willing to undertake Continuing Professional Development


	Desirable
· Understanding of the structure and principles of a School Sports Partnership 
· Knowledge of website maintenance/development
· Ability to mail merge


	Skills and Attributes

	Essential
· Excellent communication and interpersonal skills to establish and maintain good working relationships
· Outstanding administration & organisational skills
· Ability to work on own initiative, whilst recognising when to refer to Line Manager
· Excellent time management and ability to meet deadlines
· Investigative skills and motivation to research information
· Commitment to the highest standards of child protection and safeguarding
· A flexible and adaptable approach to work 
· Positive professional role model 
· Team Player




The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  An Enhanced DBS (Disclosure and barring Service) check will be carried out for the successful candidate.

