	


Cardinal Langley RC High School / Rochdale Borough Schools Games Partnership
Post:

Administrative Assistant/Project Officer 








Grade:
 Scale 3 (SCP 14-17)

Notes to Applicants:

The essential criteria are the qualifications, experience, skills and knowledge you must show you have to be considered for the job.

The desirable criteria are used to help decide between candidates who meet ALL of the Essential Criteria.

The how identified column shows how the Governors will obtain the necessary information about you.

Please ensure that on your Application Form you indicate how you match the Essential Criteria or Desirable Criteria. You should include examples from your paid or voluntary work. 

	
	essential criteria
	how indentified
	desirable criteria
	how indentified 

	Qualifications and Experience 


	Minimum two years’ experience in administration/project work (gained either through paid employment, voluntary work) 
	Application Form /
Interview 
	
	

	
	Experience of answering queries on the telephone / email
	Application Form /
Interview 
	
	

	
	Experience of working in an office environment 
	Application Form 
	
	

	
	Literate & Numerate to GCSE or equivalent  Level

RSA or other IT qualifications
	Application Form /
Interview /
Certificates 
	
	

	
	Experience of Website Management and updates (not technical) 
	Application Form /
Interview
	
	

	
	Experience of supporting and working with financial systems
	Application Form 

Interview

Certificates
	Experience of Pastel
	Application form / Interview

	
	Experience of working in a school environment 
	Application Form


	Experience of dealing with teaching and other staff and parents
	Application form / Interview

	
	Excellent interpersonal skills, with the ability to establish positive working relationships with adults and young people.
	Interview 
	
	

	
	Experience of the monitoring and evaluation processes required for externally funded projects.
	Application Form 

Interview 
	
	

	Skills and Knowledge 
	Good IT skills including use of Microsoft Office / Email / website packages
	Application Form 

Interview
	Familiar with Microsoft Excel & Publisher /Mail Merge
	Application Form

	
	Ability to work with minimum supervision and as part of a team 
	Application Form 

Interview
	Respect for young people 
	Application Form

	
	Good written and verbal communication skills 
	Application Form / Interview
	
	

	
	Ability to prioritise work and work to deadlines
	Application Form
	
	

	
	A commitment to giving a good service.
	Application Form / Interview 
	
	

	Special Working 

Conditions 
	Flexibility to occasionally work outside of contracted hours as per the Partnership Programme 
	Application Form 
	
	


This post is subject to a Criminal Records Bureau check 
