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PERSON SPECIFICATION


	Job Title: 
	PA to the Chief Executive

	Department:
	Chief Executive’s Office

	
	Essential Criteria
	Desirable Criteria
	Assessed By?

	Education/

Qualifications
(Skills attained through education or training)
	· A level standard
· Typing speed of up to 70 wpm
	· A graduate
· Specific training in being a PA or in administration

· IT training
	· Application

	Proven Ability

(The knowledge skills and aptitudes needed for the job holder to perform the required job competently, these attributes will normally have been gained by exposure to work of a similar type)
	· Very strong IT skills in the use of Outlook and Word.
· Very good written English, with ability to draft correspondence and agendas
· Excellent organisational ability and time management skills
· Experience of organising meetings

· Successful experience in senior administration or PA role for at least 2 years.
· Able to keep confidentiality
· Good telephone manner
· Ability to listen to discussions and turn them into a summary ‘minute’

· Good listening skills and a diplomatic manner with staff at all levels
· Attention to detail
	· Knowledge of English geography and familiarity with making travel arrangements
	· Application

· Interview 

· References

	Other Requirements

(e.g. car driver)
	· Willingness to learn new computer/IT skills
	Commitment to aims and objectives of KIDS
	Interview
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