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Admissions Administrator

Person Specification

	Competence
	Essential
	Desirable

	Qualifications

	4 GCSEs grades A*-C or equivalent 
(including English, Maths)
	
	X

	Skills 

	Strong administrative skills  
	X
	

	Good written ability
	X
	

	Very organised  
	X
	

	IT literate (Excel, Word)  
	X
	

	Experience of data input and/or database management
	X
	

	Excellent interpersonal and communications skills including the ability to relate well to people on all levels with sensitivity, tact and diplomacy.
	X
	

	Have previously worked within education sector  
	
	X

	Personal Qualities

	A high level of personal integrity, with proven experience of handling sensitive situations with complete respect for confidentiality.
	X
	

	Enthusiastic, positive altitude 
	X
	

	Professional but friendly demeanor in relating to all members of the school community.
	X
	

	The ability to cope with very busy periods in the recruitment cycle – high level of resilience and flexibility
	X
	


