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Person Specification – Admissions Officer

	Personal attributes required
	Essential (E) or Desirable (D)
	Assessed via Application (A), Interview (I) Presentation/Task (P/T)

	Qualifications:
	
	

	[bookmark: _GoBack]Good General Education
	E
	A

	Relevant job related training or qualification indicating high level of competence
	E
	AI

	Experience:
	
	

	Processing data within a customer database system, writing of reports and analysis of data 
	E
	AI

	Following effective processes within a high pressure environment
	E
	AI

	Self - management of workloads and processes 
	E
	AI

	Excellence in customer service delivery
	E
	AI

	Experience in developing systems and delivery improvements
	D
	AI

	Knowledge, skills and abilities:
	
	

	Experience and knowledge of the issues related to the admissions process for all ages
	E
	AI

	Ability to establish effective working relationships with staff at all levels across the college and with outside agencies
	E
	AI

	Flexibility and a capacity to work under pressure and to meet targets and achieve goals successfully
	E
	AI

	Experience of college enrolment processes
	E
	AI

	An understanding of Safeguarding and a commitment to creating and maintaining a safe environment for all learners.
	E
	I

	An appreciation of Equality & Diversity within the workplace  and a commitment to actively support and implement the college’s Equal Opportunities policies
	E
	I

	Other:
	
	

	Ability to work independently in response to a range of varied targets
	E
	AI

	Ability to respond pro-actively to challenging targets
	E
	AI

	Ability to build positive and responsive relationships with college curriculum teams
	E
	AI

	Work may often be outside of normal office hours
	D
	I
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