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Person Specification 

	Job Title
	Administrative Assistant 
(Level 2)
	School
	Peters Hill Primary




	Grade
	Grade 3
	Salary
	Point 3 - 4




Criteria	Previous office/clerical experience					
Assessment by
										Application     Interview    Test

Experience
· Demonstrable experience of clerical /administrative duties x

x

· Experience of dealing with members of the public

Qualifications/Training
· NVQ Level 2 in Business Admin or equivalent
· Excellent numeracy and literacy skillsx
x
x

· Excellent ICT/keyboard/typing skills
· Willingness to participate in training and development 
opportunities 

Practical skills 
· Must be able to demonstrate excellent numerical and literacy
 skills with the ability to produce documentation to a high standard
· Ability to use relevant technology and demonstrate knowledge x
x
x

and use a wide range of ICT systems and solutions
· Good organisational skills
· Ability to work effectively on own initiative and as a member of a 
team

Personal qualities and attributes
· Excellent interpersonal and communication skills and be able to 
deal with a wide range of people and children
· Be able to prioritise workloadx



· Have an awareness of confidentiality and Data Protection
· To actively promote our commitment to safeguarding and the 
welfare of children.
· Knowledge of Equality & Diversity issues


	Prepared by
	



	Date
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Make sure you don't have any of the following options selected:

1. "Print colors as black on noncolor printers” on the Compatibility tab of
Tools | Options. AFAICS, Word doesn't have any way to tell whether a printer
is color or monochrome, so setting this effectively says, "My printer is
monochrome.”

2. "Draft output” on the Print tab of Tools | Options.

3. Any setting in your printer Properties that would print in B&W rather
than color or grayscale.

Suzanne S. Barnhill
rosoft MVP (Word)
Words into Type
Fairhope, Alabama USA
Word MVP FAQ site: http://word.mvps.org
Email cannot be acknowledged; please post all follow-ups to the newsgroup so
all may benefit.

“TerryM" wrote in message

The text shown in the headers and footers are selected to be a light grey.
However, on on type of printer i.e. Canon iR 2200, this option is totally
ignored and appears 100% black.

Has anyone any ideas or suggestions on what I can do to correct this?

Terry
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