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Holy Trinity CofE Primary School
Trinity Walk, Maresfield Gardens, London NW3 5SQ

admin@holytrinitynw3.camden.sch.uk | 020 7435 9089
Person Specification
Job Title:

Administrative Assistant 
Pay Scale:
GLPC Scale 3 (£28,545 - £28,977) 

Paid pro rata on a 39 week, term time only contract.

35 hours a week (8am – 4pm inc. one hour lunch break) 
Reporting to:
School Business Manager and Head of School  

	Category
	

	Experience
	· At least one year of experience working within a busy office environment.

· Experience of using MS Word, Excel and ideally RM Integris.

	Skills, knowledge and aptitude
	· Be comfortable working with numbers and have excellent written and spoken English.
· Have excellent ICT skills.

· Have experience of working in a busy and sometimes challenging environment – preferably in a school or other educational setting.

· Be an effective communicator, both in writing and spoken, particularly when writing personal letters to parents/carers.

· Have high levels of personal integrity.
· Have an excellent attendance record.

· Ability to be highly productive and work under pressure.

· To be conversant with the school’s Equal Opportunities Policy and at all times work to further the school’s aims with regard to equal opportunities and raising achievement.

· To be committed to working co-operatively towards the aims of the School.

· Be willing to work flexibly and is reliable and trustworthy.

	Personal Attributes
	· Energy, ambition and enthusiasm.
· Ability to establish and maintain effective working relationships at all levels whilst demonstrating a flexible approach.

· Have a reassuring, understanding and sympathetic nature.

· Maintain confidentiality at all times.

· Sense of humour.



