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	Person Specification

	Job Title
	Admissions Advisor



	[bookmark: _GoBack]Qualifications
	

	Essential

	1. Relevant professional qualifications
	A

	Desirable

	2. Educated to degree level
	A

	Key skills

	Essential

	3. Strong communication skills, both verbal and in writing, that can be adapted depending on the audience
4. Able to act as an ambassador for the College at meetings, presentations and formal events
5. Presentation skills and public speaking skills
6. Strong analytical and report writing skills
7. Able to work to tight deadlines and possess excellent multitasking skills
8. Able to communicate effectively across departments to ensure work is completed 
	A/I

A/I

A/I
A/I
A/I
A/I

	Experience

	Essential

	9. Experience in a similar role
10. Experience of building and maintaining relationships with parents and funding agencies
11. Experience of establishing and maintaining positive working relationships with learners and staff through regular contact and visits
12. Experience of working as part of a team and on own initiative 
13. Experience of working in a results and target driven role 
14. Experience of using Microsoft Office packages
	A/I
A/I

A/I

A/I
A/I
A/I

	Experience
	

	Desirable
	

	15. Representing the college at various events both actual and virtual; transition events, school/college events 
16. Previous experience of working in a further education environment 
	A/I 

A/I

	Knowledge

	Essential

	17. Knowledge of funding mechanisms within the Specialist FE sector
18. Knowledge of the business cycle of commissioning bodies  
19. Knowledge of the further education high needs student assessment process
20. Marketing/sales experience
	A/I
A/I
A/I
A/I

	Desirable

	21. An appreciation of the communication needs of people with disabilities/learning difficulties and the implications on accessible resources
22. A respectful and inclusive attitude to learners, service users and colleagues
23. An interest in developing the learner recruitment process
	A/I
A/I
A/I
A/I




	Other personal requirements

	Essential

	24. Approachable and helpful
25. Able to effectively manage a varied and sizeable workload
26. Able to remain calm under pressure 
27. Be prepared to work flexibly to fulfil the duties and responsibilities of the post for both core business functions in accordance with the needs of the College
	I
I
I
I


	Desirable
	

	28. Current full valid driving licence
	A/I




 How we intend to assess your match with our person specification
    A   Application Form		C   Assessment Centre 	                   I   Interview
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