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PERSONNEL SPECIFICATION – PA to the Principal
	FACTOR
	ESSENTIAL
	DESIRABLE



	QUALIFICATIONS
	Able to demonstrate a good level of education to graduate level or equivalent.

A minimum of 5 GCSE’s (grades A-C)

or equivalent or higher including 
Mathematics and English
Advanced IT Skills in MS office

	

	EXPERIENCE
	Previous experience working as a Personal Assistant 

or
Previous experience of working in a similar administration role 

Substantial experience in the use of IT systems eg Word, Excel 
	Previous experience working as a Personal Assistant at a senior level in a medium to large organisation.
Previous experience working in an administrative role in an

educational setting.
Experience of events management


	KNOWLEDGE & SKILLS
	Excellent communication skills
Excellent IT skills

Excellent organisational skills 
Excellent administrational skills

Ability to complete tasks and projects on time and to a high standard.

Ability to develop effective administration and support systems

	Knowledge of Sims.net
A working knowledge of the GDPR regulations

An understanding of using website and social media for 

marketing and promotional purposes

	PERSONAL QUALITIES
	Demonstrate a willingness to work flexibly
Demonstrate an ability to work with the minimum of supervision

Demonstrate the ability to work as part of a team.
Demonstrate integrity.
Demonstrate energy and enthusiasm.
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