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PERSON SPECIFICATION


Post:			Student Admissions and Recruitment Manager (Higher and Adult Education) 
Salary/ Grade:  		NJC15-18 £32,199.00-£35,395.00
Responsible to: 		Assistant Principal: Teaching and Learning 

	Criteria
	Desirable
	Essential
	Method of Assessment

	1. Qualifications and Training

	1.1	GCSE English & Maths (Grade 4/C or above)
	
	
	Application

	1.3	Educated to level 4+ or equivalent experience 
	
	
	Application

	
	
	
	

	2. Experience 

	2.1 Highly competent in the use of Microsoft Office applications, and confidence to utilise a range of digital platforms  
	
	· 
	Application/
Interview

	2.2 Recent experience of working in an office and/or customer service environment
	
	· 
	

	2.3 Experience of student recruitment and admissions 
	
	
	

	2.4 Experience of line management
	          
	
	

	2.5 Previous relevant experience within an educational establishment 
	· 
	
	

	2.6 Highly competent with managing and reporting on    budgets and funding streams
	
	   
	

	2.7 Experience of managing and co-ordinating events and/or projects, including logistical planning
	
	· 
	

	2.8 An understanding of post 19 funding 
	
	
	

	

	3. Skills, Abilities & Values

	3.1 Excellent administrative and organisational skills 
	
	
	












Application/
Interview/Task


	3.2 Ability to lead, motivate, liaise with and support other staff 
	
	
	

	3.3. Excellent verbal and written communication skills 
	
	
	

	3.4 The ability to work quickly and accurately, showing great attention to detail, particularly with regard to 	 	 grammar and spelling and assure quality of communication with all stakeholders
	
	
	

	3.5 Ability to maintain a positive and optimistic outlook 
	
	
	

	3.6 Commitment to team working 
	
	
	

	3.7 Ability to be discreet and maintain high levels of confidentiality 
	
	
	

	3.8 Commitment to the promotion of equality and diversity and operating in a healthy and safe environment 
	
	
	

	3.9 Ability to prioritise own work and that of others in an accurate and effective manner 
	
	
	

	3.10 Excellent interpersonal skills, e.g. tact, sensitivity, ability to listen
	
	
	

	3.11 Commitment to equality and diversity 
	
	
	

	3.12 Ability to adopt a flexible approach to working practices 
	
	
	

	3.13 Commitment to continuous personal and institutional improvement 
	
	
	

	3.14 Commitment to high professional and personal 	    standards of work and conduct 
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