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Person Specification

	Job Title
	Administrative/Clerical Assistant (Level 3)
	School
	Peters Hill Primary School

	
	
	
	

	Post Number
	AC3
	
	

	
	
	
	

	Grade
	4
	Salary
	£15,882 - £16,998
	
	

	
	
	
	
	
	

	Criteria (Essential)
	Assessment By

	
	
	Application
	Interview
	Test

	
	
	√
	√
	√

	Experience
	
	
	
	

	Office experience including the development, management and operation of administrative systems.

	
	√
	√
	√

	Experience in HR administration or related

	
	√
	√
	√

	
	
	
	
	

	Qualifications / Training
	
	
	
	

	NVQ Level 3 or relevant subject or equivalent qualification relating to admin/HR.

	
	√
	√
	√

	Very good numeracy and literacy skills.

	
	√
	√
	√

	Willing to undertake the relevant training as required.

	
	√
	√
	√

	
	
	
	
	

	Practical Skills
	
	
	
	

	Effective use of ICT packages
	
	√
	√
	√

	Ability to use relevant technology and equipment e.g. computer/keyboard/photocopier

	
	√
	√
	√

	
	
	
	
	

	Personal Qualities and Attributes
	
	
	
	

	A Knowledge of Equality and Diversity issues.

	
	√
	√
	√

	Ability to understand and relate well to children and adults.

	
	√
	√
	√

	Able to work as part of a team, understanding school roles and responsibilities and own position within these.

Ability to identify own training needs and willingness to participate in training and development opportunities.

To comply with the school’s commitment to the protection and safeguarding of children.

	
	√

	√
	√

	
	
	√

	√
	√

	
	
	√
	√
	√

	
	
	
	
	

	

	Prepared By
	Simon Duncan

	Date
	15.12.25
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HR Services from Dudley Council




