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Personal Assistant to the Bursar
Person Specification
The successful PA will have the following characteristics:

· A dynamic and proactive individual able to work in a busy and sometimes hectic environment, satisfying often conflicting requirements in a quiet and efficient way.
· A practical and pragmatic approach to work whilst being able to work calmly and efficiently under pressure; a proven track record of “making a difference”.

· Good organisational skills with the ability to understand and manage detailed information.  
· Self-motivated and able to plan and manage his or her own workload with a minimum of detailed supervision.
· A genuine interest and enthusiasm for education and the improvement and development of young people. 
· Good interpersonal skills to form effective working relationships with people at all levels of the School.

· A commitment to producing first class results at all times.

· Comfortable with the use of IT including MS Office applications.  Some experience of using a database would be an advantage.

· A high degree of personal integrity; trustworthy and reliable.

· Able to articulate him or herself in a clear and concise manner in writing and verbally.

· Content to be part of a hard working team with a strong personal work ethic.

· Flexible in approach to work and willing to cross boundaries; the support staff ethos at Orley Farm School is to help and assist each other to resolve problems and not stand back because the issue is not within one’s own Department.  
· An understanding of the importance of Health and Safety and willingness to embrace the positive Health and Safety ethos within the School, ensuring that activities are run in a safe manner that is entirely auditable.  

