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St Mark’s CE Primary, Staplefield

PERSON SPECIFICATION – SCHOOL SECRETARY/Clerk to Governors
	Attributes
	Essential
	Desirable
	How identified

	Qualifications and Experience
	Good standard of education – attainment of GCSE or equivalent to included English and Maths Grade C or above.

Excellent literacy skills, i.e. grammar, punctuation, spelling

Accurate, fast typing and keyboard skills

Excellent IT skills including Microsoft Office software – Word, PowerPoint, Excel, Outlook Express and use of the Internet

Excellent communication skills, both oral and written, and telephone manner

Experience of undertaking a range of clerical and administrative duties

	Experience of Bromcom

Experience of dealing with information of a confidential nature
	Application form/interview

Interview task

Certificate check


References

	Skills and Abilities
	Able to work independently and on own initiative, with an ability to remain calm in a highly pressured environment and to promote the school’s values

Ability to communicate with a range of audiences, including staff, governors, pupils and parents/carers

Ability to prioritise and manage own workload to meet deadlines whilst ensuring that lower priority work is kept up to date

Understanding of and experience of maintaining confidentiality
	3 Day First Aid at Work qualification
	Application form

Interview task

References

	Personal Qualities

	Good people skills, demonstrating patience, tact and sensitivity

Friendly, open and positive disposition

Willingness to participate in further training opportunities offered by the school and county, to further knowledge

Willingness to learn and ask for advice

Works well in a team with a flexible and co-operative approach

Enjoys working with young people

Hardworking, conscientious and punctual


	Able to demonstrate a commitment to equal opportunities
	Interview and references

	Safeguarding
	In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

Motivation to work with children and young people

Ability to form and maintain appropriate relationships and personal boundaries with children and young people.



	
	Interview and references



‘Together, in God’s love, we will shine’
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