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	Person specification

	Education for the 21st Century is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment. All offers of employment are subject to an Enhanced DBS check and where applicable, a prohibition from teaching check will be completed for all applicants. Education for the 21st Century is fully committed to equality and to valuing diversity as an employer and a provider of education.

	
	Essential
	Desirable
	Method of assessment

	Qualifications
	Educated to GCSE Level or equivalent Maths & English as a minimum

	Possess experience in a similar tole in schools
	Contents of the application form

	Experience
	Good knowledge of Microsoft Office including Word, PowerPoint, and Outlook

Accurate keyboard skills, attention to detail

Experience of dealing with sensitive and confidential information
	Experience of working in an Educational setting

Experience of Arbor

Relevant safeguarding qualification and/or training

Experience of preparing documentation for external agencies and statutory returns

	Contents of the application form

Interview

Professional references

	Skills
	Ability to prioritise work

Ability to manage time effectively

Ability to maintain confidentiality in all school matters
Ability to inspire and motivate pupils and promote high standards of both work and behaviour

Ability to establish and maintain positive working relationships with both pupils and staff

Commitment to the pastoral care of pupils

Ability to work effectively in a team

	Willingness to take personal responsibility for further training and development

Excellent planning and organisational skills

Ability to produce reports in appropriate formats


	Contents of the application form

Interview

Professional references

	Knowledge
	Understand and support the importance of physical and emotional wellbeing of students

To be able to work effectively as part of a team

Ability to work independently and use
own initiative

	Knowledge of the issues related to working with children and young adults
	Contents of the application form

Interview

Professional references

	Personal competencies and qualities
	To be highly motivated and committed 

To maintain confidentiality

Willingness to participate in ongoing
professional development

	Ability to act on own initiative and to work without supervision
	Contents of the application form

Interview

Professional references

	Equal Opportunities
	An understanding of and commitment to equality of opportunity
	
	Contents of the application form

Interview

	Additional Factors
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people

Ability to speak with confidence and accuracy, using accurate sentence structures and vocabulary

Ability to listen to stake holders and understand their needs

Ability to tailor your approach to each conversation to be appropriate to the stake holder, responding clearly with fine shades of meaning, even in complex
situations

Commitment to equality and diversity

Commitment to Health & Safety

Commitment to sustaining regular attendance at work

	
	Contents of the application form

Interview

Professional references
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