Lancashire County Council 
Person Specification (Grade 4) 
 
	 
 
 
Requirements 
	 
Essential (E) or 
Desirable (D) 
	 
Identified by 
Application Form 
(A) or Interview (I) 

	Qualifications: 

Educated to GCSE level (or equivalent) including English and Maths.
	                E
	                 A

	Experience: 
	 
	 

	 Experience of providing high-quality administrative    support within a busy team.
	              E
	                A/I

	Experience of maintaining accurate records, databases and filing systems.
	E
	A/I

	Experience of preparing, checking and distributing documentation to a high standard of accuracy.
	E
	A/I

	Experience of dealing with customers and members of the public by telephone, e-mail and in person.
	E 
	A/I 

	Experience of managing and prioritising a varied workload to meet deadlines.
	              E
	                A/I

	Experience of handling confidential and sensitive information appropriately.

	              E
	                A/I

	Experience of working effectively as part of a team and supporting colleagues to achieve service objectives.
	              E
	                A/I

	Experience of working within education, local government or a public sector setting.
	              D
	                A/I

	Experience of administering statutory processes or casework.
	               D
	                A/I

	Experience of school admissions and/or school admission appeals administration.
	              D
	                A/I

	Knowledge and Skills: 
	 
	 

	Knowledge of administrative and business support processes and procedures.
	E
	A/I

	Knowledge of data protection requirements and the handling of confidential information.
	E
	A/I

	Knowledge of customer service principles and best practice.
	E
	A/I

	Good working knowledge of Microsoft applications, including Word, Excel, Outlook and Teams.
	            E
	A/I

	Excellent written and verbal communication skills.
	            E
	A/I

	Strong organisational and time management skills.
	            E 
	A/I 

	Ability to interpret and follow policies, procedures and guidance.
	            E
	A/I

	Ability to prioritise and meet statutory deadlines
	            E
	A/I

	Ability to deal sensitively and professionally with customers in challenging situations.
	            E
	A/I

	Ability to build and maintain effective working relationships with colleagues, school and parents.
	            E
	A/I

	Ability to work independently, use initiative and make sound decisions within agreed procedures.
	            E
	A/I

	Ability to work accurately with a high level of attention to detail.
	            E 
	A/I 

	Knowledge of the School Admission Code and School Admission Appeals Code.
	             D
	               A/I

	Knowledge of local Authority admission and appeals procedures.
	             D
	               A/I

	Experience of using case management systems and electronic document management systems.
	             D
	                A/I

	Other (including special requirements) 
	 
	 

	 
	 
	 

	1. Commitment to equality and diversity 
	E 
	I 

	2. Commitment to health and safety 
	E 
	I 

	3. Display the LCC values and behaviours at all times and actively promote them in others 
	E 
	I 


 
