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Person Specification

Wellingborough School

Admissions Manager
	Competence
	Essential
	Desirable

	Skills & Experience
	
	

	A proven track record of delivering top quality service both within an organisation and also to its customers/clients. 
	X
	

	A proven track record as a manager and motivator of people

	X
	

	Experience of analysing and interpreting data 


	X
	

	Strong budgetary and administrative skills including being a highly competent computer user (Microsoft packages, databases etc) 
	X
	

	Ability to work quickly and accurately, with good attention to detail, in order to meet deadlines
	X
	

	Strong written communication skills. The ability to write accurately and quickly, and in a polished manner which is consistent with the high quality education delivered by Wellingborough School. 
	X
	

	Qualifications
	
	

	Educated to degree level qualification (or able to demonstrate sufficient experience in admissions field)
	
	X

	ICT qualification or equivalent (or able to demonstrate sufficient experience)
	
	X

	Personal Qualities
	
	

	The ability to transmit a positive, cheerful, and good humoured approach to work, underpinned by a strong sense of integrity. 
	X
	

	Strong and persuasive oral communications skills, both face-to-face and on the telephone
	X
	

	Excellent time management and organisational skills to work independently prioritising a busy workload. 
	X
	

	The ability to make children feel welcome when they visit the school, and to put them at their ease when they are undertaking examinations / assessments. 
	X
	

	Well presented with an empathetic yet assertive approach.

	X
	

	The ability to work independently and in a team.  


	X
	

	Strong organisational skills, an eye for detail, and the ability to meet deadlines
	X
	

	The ability to demonstrate a clear understanding of the world of education generally, and of independent education in particular. 
	
	X

	A willingness to ‘roll up one’s sleeves’ and show a flexible attitude to work, to ensure the best outcomes for the school and therefore for its current and future pupils. 
	X
	


