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PERSON SPECIFICATION

This form lists the essential and desirable requirements needed in order to do the job.

Applicants will be shortlisted solely on the extent to which they meet these requirements.

	Job Title: Senior Administrator
	Job ref: PSD-0026-25

	Grade: 5/1.0 FTE
	Departments: Professional Services

	Accountable to:  

Principal’s Executive Officer (task & line)
EA to Deputy Principal and Vice Principals (task)


	Responsible for: N/A


	Evidence

	Competency
	Essential
	Assessment

*A and/or I 
	Desirable
	Assessment

*A and/or I

	Communication

	Excellent written and verbal communication

skills

Professional experience of liaising with stakeholders at all levels
Proficiency in minute taking


	A/I

A/I

A/I
	Drafting presentations 
	A/I

	Service Delivery


	Experience of providing high quality administrative/PA support for senior executives
Admin experience in a busy office environment 

Experience of organising events and complex travel arrangements
Experience of processing financial transactions

	A/I

A/I

A/I

A/I
	.
	

	Analysis & Research


	Ability to pull together basic numeric, verbal and or written report
	A/I
	
	

	Planning & Organising


	Ability to multi-task and work under pressure, whilst maintaining close attention to detail   
Ability to plan and anticipate the needs of senior staff
	A/I

A/I
	
	

	Initiative & Problem Solving


	Experience of working independently, managing own workload, and setting priorities.
Knowing when to seek help or escalate appropriately
	A/I
A/I
	
	

	Experience


	Very proficient in the use of MS Word, Excel, Outlook, PowerPoint and Adobe
Proficient with using financial packages and databases


	A/I

A/I
	Proficient in the use of MS Visio and/ or project 
	A/I


*A = Application Form      I = Interview


