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Ormiston Bolingbroke Academy
EVC Co-ordinator and Cover administrator
Person Specification 

	
	Essential
	Desirable
	How assessed?

	Qualifications: 


	Minimum of 5 GCSE’s or equivalent including maths and English


	· 
	
	A

	
	Excellent numeracy and literacy skills

	· 
	
	A

	Experience: 
	Planning travel, visits and events in an educational setting
	
	· 
	A I R

	
	Experience of using Evolve  and SIMS, especially Cover, Personnel and NovaT
	
	· 
	A I R

	
	Researching costs to obtain best value


	· 
	
	A I R

	
	Experience of successfully working to tight deadlines and organising high workloads


	· 
	
	A I

	
	Experience of working in an office environment and using management information systems 
	· 
	
	AI

	Knowledge and

Skills: 
	Excellent IT skills including using Microsoft Office, databases and spreadsheets


	· 
	
	A I

	
	Operationally well-organised, strategically clear thinking and imaginative 

	· 
	
	A I R

	
	Effective planning skills and teamwork


	· 
	
	A I R

	
	Creating and reviewing compliant documents, processes and procedures

	
	· 
	A I

	
	Knowledge of producing and monitoring risk assessments 
	· 
	
	AI

	
	Knowledge of health & safety legislation and how it applies to school trips
	
	· 
	A I

	
	High level interpersonal and communication skills. 


	· 
	
	A I

	
	Ability to prioritise and multi-task
	· 
	
	A R

	
	Strength and judgement for decision-making. 


	· 
	
	A I R

	
	Energy, stamina and sense of humour.


	· 
	
	A I

	
	Knowledge of Safeguarding and Child Protection legislation and Academy policies

	
	· 
	A I

	Other 
	To have a flexible approach to meet the needs of the Academy


	· 
	
	A I

	
	Willingness to undertake training and participate in personal development


	· 
	
	A I

	
	Can maintain issues of confidentiality


	· 
	
	A I R


A = Application form     I = Interview     R = References
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