CLERICAL ASSISTANT – APRIL 2010

PERSONNEL SPECIFICATION
	PRIVATE 
    CATEGORY/ITEM
	 ESSENTIAL
	 DESIRABLE
	   EVIDENCE

	EXPERIENCE
School related environment

Variety of work settings
	
	
*


*
	A.F. and letter



	EDUCATION AND TRAINING

RSA Typing Level 1 or

equivalent

Literate and Numerate
	*

*
	
	A.F. and

interview

A.F. letter

and interview

	APTITUDES
Empathy for our pupils

Sense of humour

Patience/Tolerance

Communicator

Good Listener
	
*


*


*


*


*
	
	Interview


"


"


"


"

	DISPOSITION
Work under pressure

Use initiative

Time Management

Calm and Relaxed
	
*


*


*


*
	
	Interview


"


"


"

	JOB-SPECIFIC REQUIREMENTS
Typing Skills

Cash Handling/Book-keeping

Clerical Organisation

Use of Microsoft Office


	
*


*


*


*
	
	Interview

A.F./Letter


"


"


F:  appts\clerical.psp

