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Description automatically generated]PERSON SPECIFICATION – SUPPORT ROLES

	Post:
	Personal Assistant to the Principal and Senior Leadership Team

	Responsible to:
	Principal



	E: Essential
	D: Desirable



	Criteria
	E
	D
	Method of Assessment

	Formal Qualifications

	1. GCSE or equivalent in Maths and English
	
	
	Application

	2. Qualification/training at Level 3, ideally in administration/business
	
	
	Application

	3. Recognised IT qualification.
	
	
	Application

	Background & Experience

	4. Minimum 3 years admin/secretarial/business support/PA
	
	
	Application/interview

	5. Experience in an educational environment and knowledge of the further education sector
	
	
	Application/Interview/Task

	6. Strong track record of efficient and professional service
	
	
	Interview

	Skills/Abilities

	7. Excellent communication skills, both oral and written.
	
	
	Interview/Task

	8. Excellent interpersonal skills and the ability to communicate clearly and effectively with other members of the organisation.
	
	
	Application/Interview

	9. The ability to work in a confidential and non-discriminatory manner.
	
	
	Application/Interview

	10. The ability to input data quickly and accurately.
	
	
	Application/Task

	11. Excellent organisational skills and ability to prioritise effectively
	
	
	Application/Interview

	12. A willingness to play a full part within a small, busy team.
	
	
	Application / interview

	13. The ability to work on own initiative and as part of a team.
	
	
	Application/interview

	14. A willingness to learn new skills and undertake training as necessary.
	
	
	Application/interview

	15. Good time-keeping and attendance.
	
	
	Application/interview

	16. Demonstrable commitment to Safeguarding
	
	
	Application/interview

	17. Commitment to continuous improvement
	
	
	Application/interview

	18. Capacity to handle a varied and complex workload and meet deadlines
	
	
	Application/interview

	19. Flexibility in approach to meet college needs
	
	
	Application/interview

	20. Effective organisational skills
	
	
	Application/interview

	21. A commitment to ensuring Ashton Sixth Form College provides a high quality educational experience to all students
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