YEAR MANAGER – PERSON SPECIFICATION
	Job title
	Grade
	Location

	Year Manager
	Grade J 
	The Swinton High School


Note to manager

In completing this form you are setting the expected standard for the person you need for this job on this occasion.  Once completed, it will help to create your shortlist of candidates and to devise the questions you ask at interview. Please describe the criterion in ways that are both accurate and capable of being tested.  Above all, the requirements must be job related and non-discriminatory. The job description, person specification and advertisement must be consistent. Each of the criteria must be identified under the Essential or Desirable headings. Whilst all criterions are important, those marked Essential must be met before an interview can be offered. 

Whilst all criterions below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.















        

           (*See grid overleaf)

	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	Skills:

The ability to engage constructively with, and relate to, a wide range of young people and families/carers with different ethnic and social backgrounds.
	A,I

	2. 
	The ability to work effectively with, and command the confidence of, teaching staff and senior management within the school.
	A,I

	3. 
	Excellent communication skills, both verbal and written.
	A,I

	4. 
	Good organisational skills. 
	A,I

	5. 
	Excellent interpersonal skills.
	A,I

	1.
	Experience:

Working with others, the ability to assess and review young people and family circumstances and plan appropriate responses, drawing on in-school and external advice and expertise where necessary.
	A,I

	2.
	A proven track record in working with young people, and the ability to see a child’s needs holistically.
	A,I

	3.
	A desire to do something worthwhile for young people, to understand their needs and to gain insights into how they think.


	A,I

	1.
	Knowledge:
Knowledge of, and ability to work effectively and network with, a wide range of supporting services in both the public and private sectors, and ability to draw on a wide range of support, information, opportunities and guidance.
	A,I

	2.
	Ability to identify potential barriers to learning and jointly engage in strategies to overcome these barriers.
	A,I

	3.
	Ability to work closely with pupils, parents and teaching staff to resolve problems effectively.
	A,I

	4.
	Ability to engage in joint goal setting with the individual child as part of the learning action planning process.
	A,I

	5.
	Inclusion strategies within school and potential barriers to Inclusion.
	A,I

	6.
	Behaviour Management.
	A,I

	1.
	Other:

A history of good attendance and punctuality.
	A,I


	Desirable criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	Experience of working in a high school setting and working with children aged 11-16 years.
	A,I

	2. 
	Knowledge of SIMS
	A,I

	3. 
	Administrative experience, typing, taking minutes, dealing with telephone calls, accurate record keeping etc.
	A,I

	      3.
	Knowledge of Special Educational Needs, Child Protection and Attendance and relevant legislation knowledge in relation to these.
	A,I

	      4.
	Knowledge of peer mentoring and anti bullying policies. 
	A,I


	Completed by
	Date
	Approved by
	Date

	Carol Robinson
	
	
	


Method of assessment (* M.O.A.)

A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre

