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Person specification: Administrator
	Attributes
	Essential
	Desirable

	Qualifications and Education


	· Good Standard of Education to at least Level 3 
· IT skills training (e.g. CLAiT or EDCL) 

· Administration/Business qualification
	· Evidence of ongoing professional development

· Customer service qualification


	Experience


	· Telephone support 

· Customer service

· Management of databases

· Managing own workload


	· Supporting committees and staff teams

· Report writing


	Skills and knowledge
	· Excellent verbal and written communication skills
· Ability to prioritise work and make efficient use of time

· Knowledge of website maintenance

· Competency in using IT, including word processing/emails/internet/spreadsheets/mail merge 
· Knowledge of equal opportunities and anti-discriminatory practice 

	· Delivery of training

· Knowledge of childminding practice including EYFS and the Ofsted registration and inspection process



	Disposition
	· Commitment to high standards and continuous professional development

· Professional, positive and friendly approach to work

· Good team player

· Confident and self motivated 

· Ability to work with discretion and to keep confidential information


	Circumstances
	· Available to work flexibly 
· Home office available with space for storing files and office equipment and quiet space for admin work and dealing with telephone enquiries
· Able to travel to locations in Northamptonshire
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