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NOTE TO CANDIDATE:
· The Essential Criteria are the qualifications, experience, skills or knowledge you MUST SHOW YOU HAVE to be considered for the job.
· The Desirable Criteria are used to help decide between candidates who meet ALL the ‘Essential Criteria’.
· The How Identified column shows how the academy will obtain the necessary information about you.
· If you feel you meet the ‘Essential Criteria’ or ‘Desirable Criteria’, you MUST include enough information to show how you meet this criteria in your application.  You should include examples from your paid or voluntary work.


	
	ESSENTIAL
CRITERIA
	HOW
IDENTIFIED
	DESIRABLE 
CRITERIA
	HOW 
IDENTIFIED

	
Qualifications 
and Training

	
· Grade C or above GCSE Maths and English (or equivalent). 
· Working towards AAT Qualification (or equivalent) 
	
Application form and interview.
	
· AAT Qualification (or equivalent) 
	
Application form and interview.

	
Skills and Experience 
	
· Able to work independently and use own initiative  
· Ability to communicate effectively at all levels within the company and also with suppliers and customers  
· The ability to consult with departmental managers to improve processes and relationships  
· Good analytical and problem-solving skills  
· Awareness of the skills and approach required to deliver good customer service 
· Ability to record and process information accurately 
· Ability to deal with enquiries in person and by telephone 
· Experienced in the use of standard PC based IT applications  
· Attention to detail, working accurately and consistently striving for excellence 
· Ability to maintain confidentiality 
· A positive, professional and polite attitude 
· Ability to work on own initiative and adaptable to various duties/tasks 
· Be able to multi task and have an organised and methodical approach to work 

	
Application form, references and interview
	
·  
	
Application Form 
References 
Interview



	
	ESSENTIAL
CRITERIA
	HOW
IDENTIFIED
	DESIRABLE
CRITERIA
	HOW
IDENTIFIED

	
Professional Values 
and Practice
	
· Ability to attend occasional meetings out of academy hours.
· Willingness to participate in further training and development where required.   
· Enthusiastic and motivated. 
· Conscientious. 
	
Application form, references and interview.
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