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Person Specification 

	Post: 

	 Admissions Registrar

	Department: 

	 Marketing and Admissions 

	Requirements
	Essential
	Desirable

	Educational attainment
	· Equivalent experience in a similar role
· Good level of English and Maths
	· Educated to A-level standard or equivalent level 


	Knowledge required
	· Strong administrative background
· Genuine alignment to school values and ethos
	· Strong practical administrative skills in an educational environment


	Experience required
	· Worked/working in an educational environment
· Demonstrate using own initiative, self motivation, setting and achieving deadlines and goals.
	· Admissions experience gained within an educational environment
· Marketing and Sales skills are an advantage

	Skills and aptitudes required
	· Good written and oral communication skills with excellent attention to detail
· Engage confidently and proactively with a range of audiences as an ambassador of Sibford School
· Excellent interpersonal skills with children and adults
· High level of computer literacy including strong ability with Microsoft Office (Excel, Word and Outlook).






	· Experience of using SIMS (full training given to postholder)
· Knowledge of school databases
· Solutions focused with a can do attitude
· 

	Interests
	· Keen to learn new skills and develop skills already gained
	

	Personal qualities required
	· Exercises sound judgement, especially relating to confidentiality and discretion
· Works flexibly with empathy, compassion, , positive , helpful, approachable calm and diplomatic both day to day and when under pressure
	· Sense of humour and creativity 

	Circumstances
	· Able to attend school open days, evenings and external events related to admissions and to promote the values and ethos of Sibford School 
	· Able to attend some meetings out of normal office hours
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