GENERIC PERSON SPECIFICATION


	POST: WORKLOAD SUPPORT ASSISTANT – GRADE 4  


	SKILLS/ ABILITY/ EXPERIENCE
	TO DO WHAT?
	HOW WELL?

NOW OR WITH TRAINING?
	HOW IMPORTANT AT THE TIME OF APPOINTMENT?

	KNOWLEDGE
Previous clerical experience, not necessarily within a school 
Ability to demonstrable an interest in/experience of one or more of the following:

· working in a school setting
· art and crafts
· stock/resource control and maintenance
GCSE Grade C in English and maths
	To effectively undertake clerical tasks such as record keeping, photocopying, word processing and filing)
To effectively undertake the duties of the post
To demonstrate a reasonable level of literacy and numeracy
	Some experience now
Now 

Desirable
	4

4

3



	MENTAL SKILLS
Ability to use art materials creatively

	To create attractive displays and presentations
	Highly desirable


	4

	INTERPERSONAL & COMMUNICATION SKILLS
Ability to communicate information and ideas effectively to a range of audiences, through good written and oral communication skills
Ability to work as part of a team


	To develop and maintain effective working relationships with colleagues, pupils and “partners” of the school (Parents, Visitors etc)
To support colleagues in the classroom and across the school
	Now

Now
	4

5



	PHYSICAL SKILLS
Limited

	
	
	

	INITIATIVE & INDEPENDENCE
Ability to use own initiative (with guidance from teachers and senior staff)

	To make recommendations on stock ordering

To work without close supervision to create displays


	Now, with support
	4

	PHYSICAL DEMANDS

	To lift and carry stocks of resources and assist with classroom and school displays
	Now
	4

	MENTAL DEMANDS
Ability to concentrate for short periods of time

	To carry out copying and collating

To work on classroom displays


	Now
	4

	EMOTIONAL DEMANDS
Occasional


	
	
	

	RESPONSIBILITY FOR PEOPLE
Understanding of key safeguarding issues and procedures

	To ensure correct reporting and monitoring of any safeguarding issues arising across the school;

To maintain appropriate levels of confidentiality and data security in respect of personal/pupil/colleague information


	Awareness of the sensitivity of these issues now.  Training in school procedures given 


	4

	RESPONSIBILITY FOR SUPERVISION
None

	
	
	

	FINANCIAL RESPONSIBILITY
None


	
	
	

	RESPONSIBILITY FOR PHYSICAL RESOURCES
Ability/experience in maintaining stocks of resources

	To maintain classroom materials and shared resource areas, including cataloguing, tidying and organising resources and equipment


	Not essential – training given
	2
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