Woodfield School – Pupil Information and Safeguarding Administrator

	PERSON SPECIFICATION FORM


	post title:
	Pupil SEND Information & Safeguarding Administrator

	
	

	
	

	School:
	Woodfield School


please note

The method of assessment for each criterion is shown in the right hand columns.  The shortlisting criteria are indicated by asterisk in the application form column.  Shortlisting for interview will be based solely on whether the candidate indicates on their application form that they meet these Shortlisting Criteria.  All mandatory criteria are underlined.  The successful candidate must satisfy all of the mandatory criteria, and will normally meet all or most of the other appointment criteria.  All candidates must satisfy the Equal Opportunities and Customer Care criteria which are mandatory.

	method of assessment

	application
form
	interview
	test

	1.
abilities
	
	
	

	(a) Ability to operate a full range of specialist ICT and other resources and equipment.
	*
	
	

	(b) Ability to use proficiently standard office computer software, including word-processing, spreadsheet, database, and Internet systems.
	*
	
	

	(c) Ability to absorb and understand a wide range of information concerning the functions of the school.
	
	*
	

	(d) Ability to build and form working relationships with pupils, parents/carers and colleagues, to work flexibly across operational boundaries, and to work as a member of a team.
	*
	*
	

	
	
	
	

	2.
skills
	
	
	

	(a) Verbal and written communication skills appropriate to the need to communicate effectively with colleagues and parents/carers.
	*
	
	

	(b) Very good standard of numeracy and literacy skills.
	*
	
	

	
	
	
	

	3.
knowledge
	
	
	

	(a) Full working knowledge of relevant policies, procedures and codes of practice, and awareness of relevant legislation.
	*
	
	

	
	
	
	

	4.
education and professional
qualifications essential to the post
	
	
	

	(a) NVQ level 4, or able to demonstrate an equivalent level of attainment through qualification or experience in a relevant discipline.
	*
	
	

	
	
	
	

	5.
experience
	
	
	

	(a) A minimum of three years experience of working in an office environment at a senior level.
	*
	
	

	
	
	
	

	6.
equal opportunities relevant to the post (mandatory) 
	
	
	

	
Understanding and commitment to the Council’s Equal Opportunities policy.
	*
	*
	

	
	
	
	

	7.
customer care relevant to the post (mandatory) 
	
	
	

	

	
	
	


