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	Qualities
	Essential
	Desirable
	Evidence

	Knowledge

Ability to use the following applications to the specified level 
Microsoft Word – Basic
Microsoft Excel – Basic
Microsoft Powerpoint – Basic
Microsoft Access – Basic

Microsoft Publisher – Basic
Databases – Intermediate
Websites – Basic
Social Media Platforms - Basic
* Please see definitions below to assess levels of proficiency
	*
*

*

*

*

*

*

*


	
	Interview / Task

	Education and Qualifications 
Educated to degree level or equivalent qualification or work experience in a relevant area
Membership of relevant professional body / professional marketing qualification


	*


	*


	Application
Form / Certificates


	Personal

Ability to maintain confidentiality and demonstrate tact and diplomacy

Ability to communicate effectively across a wide range of levels and responsibilities 

Maintain personal presentation that sets a high standard

Demonstrate flexibility, to respond to the demands of the role

Excellent timekeeping and attendance record

	*

*

*

*

*
	
	Interview



	Skills and Abilities

Working as part of a team but with the ability to take independent action where appropriate

Work flexibly and creatively using a high degree of personal initiative

Ability to use and process educational data

Ability to use new technologies as required

Ability to prioritise workloads and handle large volumes of work within tight deadlines

Deal efficiently with competing demands in a pressured environment

Ability to keep calm in difficult situations

Excellent listening, verbal and written communication skills

Excellent interpersonal and customer service skills with a commitment to high customer care standards

Excellent numeracy and literacy skills
	*

*

*

*

*

*

*
*

*

*


	
	Application / Interview

	Experience

Minimum 3 years’ experience working in an educational recruitment and marketing role in a busy office environment
Proven experience in a supervisory / management capacity leading a small team with diverse responsibilities
Ability to work both under direction and on own initiative

Liaising with professional external agencies

	*

*

*

*
	
	Application and Interview



Levels of Competency
Microsoft Word

	Level
	Skill

	Basic

This level of skill is sufficient to perform daily word processing tasks such as producing routine letters, memorandums and informal reports.

A person with this level of skill is able to use basic formatting, editing, printing functions and understands the document page setup.


	Create a new document, enter text and save it.

Open and edit existing documents.

Navigate in a document and perform a search.

Select and move text / Create and edit tables.

Format characters and paragraph’s, work with tabs, indents, margins, lists and spacing.

Use AutoCorrect and Help tools.

Control page and document appearance.

Print documents, envelopes and labels.



	Intermediate

This level of skill requires the creation of a variety of templates, complex tables, merges, manage table data, sort and filter merges and also perform basic work with existing Macros.

A person with this level of skill is also able to customise toolbars, import and insert graphs, embed Excel data and elaborate reports.


	Work with sections, create templates, use styles and customise them.

Create and format complex tables and manage table data.

Create Mail Merges, sort and filter them.

Customise Toolbars / Insert graphic elements.

Run and record Macros.

Create a Web Page based on a template and add hyperlinks



	Advanced

This level of skill is required in order to produce very large, complex formal documents that require a table of contents, footnotes, endnotes, bookmarks and other special elements.

A person with this level of skill is able to use and create a wide range of graphic effects and understand and use Macro commands.


	Work with advanced styles and Auto Format features, linking styles.

Use graphic effects such as dropped capital letters and clip art, insert Word Art and draw in a document.

Work with very large documents that require a table of contents, footnotes, endnotes and cross references.

Manage and track document changes, using highlights and comments.

Insert multimedia elements in a Web Page.

Manage Macro commands, create dialogue boxes and understand the notions of Visual Basic Application programming.




Levels of Competency

Microsoft Excel
	Level
	Skill

	Basic

This level of skill is required to perform tasks and work with data in worksheets. 
A person with this level of skill is able to enter and correct data, modify a workbook, format a worksheet and use printing function.


	Open files and use page setup.
Enter, correct and save data.

Use the menu commands.

Format cells, rows and columns.

Understand navigation and movement techniques.

Use simple arithmetic functions in the formulas.

Access Help.

Modify a database and insert data from another application.
Print worksheets and workbooks.



	Intermediate

This level of skill is required to work with multiple worksheets, filter data, use integrate functions and manipulate databases.

A person with this level of skill understands the concepts of databases and is able to work with charts and to use the list management capabilities of Excel. 

	Create, modify and format charts.

Use graphic objects to enhance worksheets and charts.

Filter data and manage a filtered list.

Perform multiple-level sorting, use sorting options, and design considerations.

Use mathematical, logical, statistical and financial functions.

Group and dissociate data and perform interactive analysis.

Create and modify some Macro commands.



	Advanced

This level of skill is required to use advanced techniques for analysing and manipulating data in Excel.
A person with this level of skill is able to automate some operations, manage Macro commands and create MS Excel applications. 

	Customise the work area.
Use advanced functions

Work with Pivot Tables.

Use spreadsheet Web components.

Manage Macro commands, concepts, planning, operations, execution modification and interruption.

Use personalised toolbars.

Perform some programming in VBA.




Levels of Competency

Microsoft PowerPoint
	Level
	Skill

	Basic

This level of skill is required to create a simple presentation in PowerPoint, run it and print it.
	Create title and bullet slides.

Create Slides in Outline view.

Modify slide text and check spelling

Select a template

Insert a table

Work with text, drawn objects and drawing tools.

Use ClipArt and WordArt.
Create an Organisation Chart and use options.

Edit a Column Chart.

Change text and bullets in the Slide Master.

Use Slide Show options, add transitions and animation.

Run a manual and an animated Slide Show.



	Intermediate and Advanced

This level of skill is required to customise templates and the PowerPoint environment and to make a presentation interactive by using hyperlinks and action buttons.


	Create a template and work with a Design template.

Work with graphics, animation and multimedia, inserting movies and sound.

Use AutoCorrect and the Style Checker.

Work with the Office Suite to create slides from and outline and send slides to Microsoft Word.

Customise PowerPoint toolbars and automate the slide production.

Explore online meetings and broadcast presentations.

Build interactive presentations.




Levels of Competency

Microsoft Access Database
	Level
	Skill

	Basic

This level of skill is required to design, create and modify databases, tables, queries, forms and reports.

A person with this level of skills understands the different database concepts and structures and is familiar with data validation and indexing techniques.
	Plan, conceive, create, save, manage and maintain and modify a database.

Generate new records and modify them.

Create tables with Table Wizard and in Design View and work with them.

Create and use Select Queries to view records and perform calculations.

Create, use and customise forms and reports.

Work with Data Access Pages



	Intermediate

This level of skill is required to use complex query techniques, create efficient forms and reports and create Macros to automate these forms.
	Create parameter and action queries.

Join tables, work with join properties and create cross tab queries.

Organise field placement and use functions to control data entry.

Use advanced form techniques.

Use Macros to provide user interaction and automate tasks.

Customise the appearance and functionality of reports.

Use hyperlinks and perform data integrations.

	Advanced

This level of skill is required to develop an application and tie the objects together into a cohesive system by using Macros and Visual Basic for Applications code.
	Plan and examine an application and develop a distributed application design.

Use one form to add or to edit records (dual purpose).
Automate a dialog-box form with a Macro group.

Create a Switchboard or a Splash Screen form.

Use Visual Basic to create a public function or event procedures, or add general procedures in a form module.

Secure a database by using user-level security, document it and distribute the secured application.
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