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OUR LADY OF LOURDES 
CATHOLIC PRIMARY SCHOOL AND NURSERY
Person Specification - Admin Assistant
Please write your supporting statement/letter giving evidence of how you meet each of the essential criteria.

	Essential
	Desirable

	Flexibility, patience, a good sense of humour and the ability to remain calm under pressure and meet conflicting demands and deadlines
	Experience of working in a busy office/ school environment

	Ability to be proactive, use initiative, and know when, how and with whom to share information maintaining confidentiality and discretion
	GCSEs (including English & Maths) at Grade C/4 and above or equivalent.

	Ability to establish rapport and respectful and trusting relationships with children, their families and carers and other adults and staff.
	Knowledge of child protection and safeguarding policies and procedures

	A basic understanding of Health & Safety
	First Aid Qualification

	Good organisational skills and attention to detail and the ability to follow and share instructions accurately
	Experience of working with MS teams/Google workspace

	Experience of administrative systems and ICT packages, including Microsoft Office
	Use of school information system/payment system (Bromcom, MCas)

	Awareness of and commitment to equality
	

	Sympathy with the school’s religious nature and ethos
	

	Prepared to develop and learn in the role.
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