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Person Specification 
Post: Student Services Officer

	Qualifications 
	Essential
	Desirable

	GCSE Maths and English (grade 4/c or above) or equivalent
	
	

	NVQ Level 2 or Equivalent in Administration
	
	

	First Aid
	
	

	Skills and Experience   

	Excellent IT Skills especially in Word, Excel and Outlook etc
	
	

	Previous experience in a similar role 
	
	

	Liaising professionally with various stakeholders both internally within an organisation and externally. 
	
	

	Problem solving and analytical skills 
	
	

	Working as part of a team 
	
	

	Working in an educational setting 
	
	

	Working under pressure 
	
	

	Recording information with attention to detail
	
	

	Prioritising workloads and acting upon your own initiative to complete tasks
	
	

	Knowledge and Understanding of:
	
	

	GDPR and data protection 
	
	

	The education system and life in a comprehensive school 
	
	

	School data systems – SIMS
	
	

	Microsoft Office programmes 
	
	

	Safeguarding and child protection 
	
	

	Skills
	
	

	A professional phone manner 
	
	

	Able to develop relationship and communicate effectively and professionally with parent/carers, colleagues, students and outside agencies either by telephone, written or face to face.
	
	

	Able to multitask and work to deadlines with accuracy and an attention to details 
	
	

	Able to work collaboratively with colleagues at all levels 
	
	

	Able to work unsupervised and act upon your own initiative to make decisions 
	
	

	Personal Qualities 
	
	

	Flexible and adaptable in your approach to your job 
	
	

	Able to work on your own initiative 
	
	

	Able to communicate effectively with all stakeholders 
	
	

	Able to treat information confidentially 
	
	

	Able to present documents with attention to detail, good presentation, spelling, grammar and punctuation.  
	
	

	A good team player 
	
	

	Willing to participate in staff training 
	
	

	Enthusiastic and committed 
	
	

	Professional in your conduct 	
	
	



The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  This aappointment is subject to satisfactory enhanced status checks from the Disclosure and Barring Service.  The school promotes equal opportunities.
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