NUNNERY WOOD HIGH SCHOOL

Person Specification

Student Support Manager
	Essential
	Desirable
	Method of assessment

	Experience
	
	

	Experience of working with young people aged 11 – 16
	Experience within a school or other educational setting
	Application form

	
	
	

	Qualifications
	
	

	NVQ Level 3 or above or equivalent qualification or experience in a relevant discipline
	Evidence of further study or willingness to undertake further training
	Application form

	
	GCSE or equivalent qualifications in English and preferably Maths
	Application form

	Skills
	
	

	Excellent communication skills: both verbally and in print.
	
	Application form

	The ability to communicate effectively with and relate well to a variety of people: students, staff, parents, governors and others.
	
	Interview

	Excellent ICT skills, including common software packages such as Word and Excel.
	Experience of school-based administration systems such as CMIS or SIMS
	Application form & interview

	Excellent organisational skills.  The ability to devise and manage short, medium and long-term plans.
	
	Interview & application form

	The ability to manage your own time and to work to deadlines.
	Experience of working under pressure and prioritising workload
	Interview & application form

	The ability to deal with people in difficult situations: e.g. disciplining students, meeting with difficult parents 
	Experience of dealing with people in difficult situations
	Application form & interview

	The ability to respond calmly and constructively when dealing with young people
	
	Interview

	Must have the ability to support students/respond to parents through fluent and accurately spoken English


	
	Interview

	Personal Qualities
	
	

	To like young people, and at the same time set and enforce clear boundaries
	
	Interview

	Absolute discretion and reliability.
	
	Interview & references

	The ability to work effectively as part of a team and a willingness to take on responsibility.
	Experience of working with a number of people
	Interview & references

	The willingness to work flexible hours to accommodate evening meetings etc.
	
	Interview

	Creativeness, initiative and assertiveness.
	
	Interview

	To be in sympathy with the ethos of the School and seek to uphold, develop and enhance the achievements and standards towards which the School works.
	
	Interview


