
TOTTINGTON HIGH SCHOOL
PERSON SPECIFICATION ADMIN SUPPORT ASSISTANT
	
	ESSENTIAL
	DESIRABLE

	Educated to level 2 or equivalent, including Maths and English
	√
	

	Highly developed ICT skills, including MS Office
	√
	

	Recent experience of using SIMS within an educational setting
	
	√

	Use of computerised information management system in a large organisation
	
	√

	Experience of working within an office environment
	√
	

	Experience of working within a school
	
	√

	Personal qualities: 

( Highly motivated 

( Methodical and analytical 

( Self-reliant and able to work independently 

( Excellent organisational skills

( Strong communication skills 

( Adaptable and willing to embrace change 

( Ability to work as part of a team and to be part of the wider life and ethos of the school
	√
	


TOTTINGTON HIGH SCHOOL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN AND YOUNG PEOPLE AND EXPECTS STAFF TO SHARE THIS COMMITMENT. 
As the responsibilities of this post are defined as regulated activity, the person appointed is required to have an enhanced DBS check with barred list information.
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