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	PERSON SPECIFICATION

	
	
	
	

	Job Title: 
	Assistant Guidance Manager
	
	

	Grade:
	 Grade 3
	
	


	CRITERIA
	ESSENTIAL
	DESIRABLE
	M.O.A.

	EDUCATION/

QUALIFICATIONS


	· Experience of working with young people in Secondary Education
· Good standard of basic education, equivalent to NVQ 3 
· GCSE qualification in both English and Mathematics Grade C or above

	· ICT qualification/training
· Certificate in Support/Learning

	*


	EXPERIENCE

(Relevant work and other experience)


	· Experience of working with young people in a Secondary school learning environment

	· Experience of working with young people between the ages of 11 - 18 years 

	*


	SKILLS, KNOWLEDGE AND ABILITIES

	· Excellent communication skills
· Excellent administration skills, and IT skills, including the use of excel 
· Ability to effectively supervise young people 
· Ability to work using own initiative in responding to challenging situations, remaining calm and resolving problems 
· Ability to establish good professional relationships with colleagues at all levels 
· Understanding of Safeguarding and Child Protection 
· Willingness to take responsibility
· Commitment to helping young people achieve their potential 
· Commitment to own learning

	· Good IT skills 
· Understanding of an effective classroom environment 
· Understanding of the variety of ways that students can learn
· Experience of responding to queries/concerns and effective problem-solving to resolve concerns 
· Understanding of pastoral aspects of education
· Understanding of Safeguarding in schools

	**


	PERSONAL ATTRIBUTES

	· Belief in the potential of all young people. 
· Commitment to the school ethos of respect and inclusion for all 
· High levels of organisational and self- management skills 
· Effective team player 
· Flexibility and adaptability 
· Listening skills 
· High levels of personal and professional integrity 
· Personal impact and presence to inspire respect and confidence in students, colleagues and parents
· Confidentiality 
· Commitment to the safety and welfare of students 
· A positive role model for young people and colleagues 
· Energy, enthusiasm, optimism, ambition and resilience 
· Self-motivation and a willingness to accept responsibility 
· Reliable
· Appropriate awareness of health and safety in relation to area of work
· Excellent health and attendance record 
· Sense of humour

	· Willingness to contribute to and     participate in continuous professional development 
· Willingness to get involved in wider extracurricular activities

	**

	TRAINING/OTHER


	· Willingness to complete First Aid Training
· Willingness to complete any training required by the Academy.
	· Relevant training in Safeguarding
· GDPR training
	**


Those elements marked * will be assessed from your application
Those elements marked ** will be assessed from your application and during the selection process, e.g. interview, presentation.

