
[image: image1.jpg]zg St Edward’s
ﬁ}—-‘# School




PERSON SPECIFICATION: Attendance and Admissions Manager  
	CRITERIA
	ESSENTIAL (E)

DESIRABLE (D)
	METHOD OF

ASSESSMENT

	
	E
	D
	Application – A

Interview –     I

References -  R

	EXPERIENCE

	Proven experience of working in a busy, professional environment (minimum 1 year)
	(
	
	A, I, R

	Proven experience of working with Microsoft Office Suite at an intermediate or high level, particularly Excel 
	(
	
	A, I, R

	Experience of using Office 365 or Google forms
	
	(
	A, I, R

	Experience of using a Management Information System/Applicaa Admissions+/ Databases
	
	(
	A, I, R

	Experience of providing support face to face and by telephone
	(
	
	A, I, R

	Experience of working in an educational environment
	
	(
	A, I, R

	
	
	
	

	QUALIFICATIONS / TRAINING

	Minimum of GCSE English and Mathematics at GCSE grade C / new Level 4/5 or above, or Equivalent NVQ Level 3 or higher e.g. degree
	(
	
	A

	Appropriate qualification in an administrative role
	
	(
	A

	ICT qualification in Word and Excel
	
	(
	A

	
	
	
	

	APTITUDES AND ABILITIES

	A “people person” – enjoying interactions with staff, students and Parents
	(
	
	I, A, R

	Ability to work on own initiative and as a member of a team
	(
	
	I, A, R

	Proactive with management of tasks
	(
	
	I, A, R

	To be well organised and manage ever competing priorities
	(
	
	I, A, R

	Excellent presentation skills
	
	(
	I, A, R

	Excellent communication skills – both oral and written 
	(
	
	I, A, R

	Attention to detail, organised and methodical
	(
	
	I, A, R

	
	
	
	

	KNOWLEDGE

	Administrative processes relating to student attendance 
	
	(
	A, I

	Management of admissions and appeals processes 
	
	(
	A, I

	
	
	
	

	ATTITUDE / MOTIVATION

	Supportive approach to students and staff 
	(
	
	I

	Enthusiastic and cheerful
	(
	
	I

	Flexible and adaptable 
	(
	
	I

	Keen to acquire and develop skills
	(
	
	I

	Confidentiality 
	(
	
	I


