GENERIC PERSON SPECIFICATION


	POST: RISK ASSESSMENT ASSISTANT – GRADE 5  


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

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

	KNOWLEDGE
A basic understanding of Health and Safety Regulations and Safe Working Procedures (SWPs), particularly in relation to Manual Handling

GCSE English and Maths Grade C or above 
Administrative skills


	To assist the Risk Assessment Leader to ensure that Risk Assessments are fully completed for staff and pupils across the school
To assist with management of the annual programme of Manual Handling training

To demonstrate a reasonable level of literacy and numeracy to carry out the role
To maintain work planning and training records in line with school administrative processes

	Desirable, but training will be given
Desirable now
Now
	4
4
4

	MENTAL SKILLS
Limited
	
	
	

	INTERPERSONAL & COMMUNICATION SKILLS
Ability to communicate information and ideas effectively verbally and in writing
Training ability and experience
	To develop and maintain effective working relationships with colleagues, pupils, Governors and outside agencies as appropriate
To assist with the delivery of a rolling programme of Manual Handling training for all staff
	Now

Not essential now, as support will be given

	5

3


	PHYSICAL SKILLS
Basic computer skills

	To ensure that accurate and up to date records are kept in respect of Risk Assessments and Manual Handling

	With training as required
	3

	INITIATIVE & INDEPENDENCE
Ability to work on own initiative and to organise/prioritise own workload and that of the team

	To work independently and to make decisions on day to day issues without recourse to senior management


	Now
	4

	PHYSICAL DEMANDS
Reasonable level of physical fitness

	To demonstrate and train others in manual handling techniques


	Now
	5

	MENTAL DEMANDS
Ability to concentrate for short/medium periods of time

	To carry out training in Manual Handling
To attend and contribute to meetings


	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 which may arise

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 given in school procedures


	4

	RESPONSIBILITY FOR SUPERVISION
None

	
	
	

	FINANCIAL RESPONSIBILITY
None

	
	
	

	RESPONSIBILITY FOR PHYSICAL RESOURCES

	Some responsibility for using equipment safely and assisting with maintenance schedules
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