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Callington Community College
Person Specification and Qualification
The following list is indicative of the kind of person we are looking for. Not all of these criteria are essential; however, please do try to give evidence of how you fulfil the majority of these requirements in your application.

	Attributes
	Essential
	Desirable
	How Identified

	Relevant Experience


	Minimum of 1 year’s practical administrative work experience.

Practical experience of word processing, excel, e-mail & other office electronic applications.

Ability to produce statistical data in a spreadsheet format.
	Experience of administrative work in a school/college environment. 

Experience of school data & information systems.
	Application Form / Interview

	Education and Training


	Attainment of level 3 qualifications or equivalent (eg: A levels, AVCE)
	Knowledge of examination administration, processes and regulations – using SIMS.
	Application Form

	Special Knowledge and Skills


	Good typing and word processing skills.

Good oral and written skills.

Good organisational skills.

Good communication skills. 
	Knowledge of electronic display and presentation formats.


	Application form / interview

Excel / Word processing test.

	Any additional factors


	Professional, tactful & sensitive.
Flexible approach to working hours.
Discreet and confidential.

Ability to work on own initiative and within a team.

Enjoys working with young people.
	
	


�











