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	Criterion
	Essential
	Desirable

	Education, Training and Qualifications
	· You will have a sound general education sufficient to meet the operational and intellectual requirements of the post

· Education to at least A’ level standard (or equivalent).

	· CIPD qualification

	Experience and Knowledge
	· Can demonstrate the capacity to work effectively with a range of people at a professional level

· Is able to work independently and autonomously as well as within a team

· Experience of working in an administrative position
· Extensive experience of working in recruitment role 


	· Experience of working in recruitment in education sector
· Knowledge and working experience of Secondary School administration at an appropriate level to include use of SIMS, knowledge of Teachers/School Conditions of Service
· Knowledge of safer recruitment/Keeping Children Safe in Education

	Self-Management Skills and Abilities
	· Can anticipate problems and implement solutions

· Excellent communication skills, both verbal and written

· High level of ICT skills, particularly Excel and Word.

· Highly organised

· Prepared to undertake professional training as necessary to carry out the role effectively

· Can maintain confidentiality in the working environment


	

	Motivation and Personality
	· An interest in educational issues

· Positive attitude

· Initiative and self‐motivated
	

	Personal
	· Excellent time‐management and multi‐tasking skills

· Ability to work under pressure and to tight deadlines

· Is committed, resilient, robust, resourceful, keen and enthusiastic

· Can demonstrate fairness, honesty and integrity

· Committed to safeguarding and promoting the welfare of students 
· Professional commitment is a strong characterisation of our staff - we will expect you to maintain a low level of absence, a high level of punctuality, and a smart & tidy appearance
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