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Person Specification for Student Services Administrator
Below you will find the skills needed for, and the requirements of, the role you are interested in. You will also see how we are planning to assess these, through your application (A), in a task at the assessment centre (T) or at the interview (I) as part of the assessment. If something says we will be assessing it through your application, please make sure we know about it in your personal statement so that you have the best chance of being shortlisted.
	
	Assessed at...

	Your qualifications... 

	These are the qualifications you need to have to be considered for shortlisting, without these you won’t be considered for appointment. You will need to bring your qualification certificates with you on the day of the assessment centre so we can take a copy. 

	GCSE Maths and English at grade C / 4 or above
	A,I

	A Level or equivalent qualification or relevant administrative experience.
	A,I

	You've got...

	These are the essential things that you have so you can do the job, without these you won’t be considered for appointment. 

	Evidence of working successfully with young people and adults.
	A,I

	The ability to work with computer records databases, including data entry, record maintenance and report generation.
	A I

	IT Experience: use of word, email, databases and spreadsheets
	A, I

	The skills to produce well-written, well-punctuated documents with no spelling errors.
	A, T

	Ability to prioritise work in a busy environment, with attention to accuracy and detail.
	A, I, T

	Ability to work effectively as part of a team and on own initiative with minimum supervision.
	A, I, T

	Commitment to customer care at all times.
	A, I, T

	To have regard to confidentiality at all times.
	A, I

	A commitment to the safeguarding and wellbeing of all students
	A, I, T

	It would be good if you had...

	Whilst not essential, it would help in the role if you had any of the below.

	Experience working directly with young people.
	A, I

	Experience working within a school, college or similar establishment.
	A, I

	Date of issue: September 2023
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