 EXECUTIVE ASSISTANT

PERSON SPECIFICATION
Saints Peter and Paul Catholic High School
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS AND EXPERIENCE

	Proven Numeracy and literacy skills
GCSE English and Maths at or above equivalent of grade 4 (C)

	(
	

	Experience providing a Personal Assistant, Executive Assistant or comparable role

	(
	

	Experience of working in an educational environment

	      
	(

	Experience of governance systems
	
	(

	SKILLS AND ABILITIES 
	
	

	Excellent written and verbal communication skills
	(
	

	Outstanding organisational skills


	(
	

	High levels of discretion, integrity and professionalism

	(
	

	The ability to self-motivate, use initiative and lead pro-actively.
	(
	

	The ability to manage time effectively.
	(
	

	The ability to manage social media platforms, responding to live situations promptly and responding effectively


	(
	

	PROFESSIONAL SKILLS AND QUALITIES
	
	

	Proactive and solutions focused
	(
	

	Highly trustworthy, with a clear understanding of confidentiality and professional boundaries
	(
	

	Flexible and willing to support key school events that may fall outside the normal working day
	(
	

	
	
	

	PERSONAL QUALITIES 
	
	

	Open and engaging personality 


	(
	

	Able to operate under pressure.


	(
	

	An unceasingly optimistic approach and a sense of humour.


	(
	

	
	
	


