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	Qualifications and Knowledge
	Required
	Desirable

	GCSEs & A levels
	✔
	

	Degree
	
	✔

	Understanding of the principles of marketing
	✔
	

	Experience or knowledge of the admissions role
	✔
	

	Experience
	
	

	Experience of working with an MIS
	
	✔

	Administrative skills with an ability to work to deadlines
	✔
	

	Awareness of the need for confidentiality and discretion
	✔
	

	Website duties to implement eCommerce and integrate with office  systems
	
	✔

	Knowledge and Skills
	
	

	Excellent IT skills, including experience of working with databases and social media
	✔
	

	Awareness of current data protection legislation
	✔
	

	Ability to prioritise whilst maintaining high quality
	✔
	

	Strong teamwork skills
	✔
	

	Communication
	
	

	Excellent interpersonal skills and ability to work in a variety of situations with people from a range of backgrounds
	✔
	

	High standards of written and verbal communication
	✔
	

	Attitude
	
	

	Commitment to the safeguarding and welfare of pupils
	✔
	

	Ability to make responsible decisions within the context of a team
	✔
	

	A professional yet friendly demeanour
	✔
	

	A positive attitude and willingness to go the extra mile 
	✔
	

	High level of customer service 
	✔
	




