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	KEY SKILLS/COMPETENCIES
	ESSENTIAL
	DESIRABLE

	GCSE Maths and English to grade c (or equivalent)
	*
	

	Be flexible
	*
	

	Possess good organisational skills with the ability to work to deadlines
	*
	

	Be able to commit to an extended working day during exam season (time off in lieu will be given during quieter periods)
	*
	

	Highly capable with computers and technology. 
Competent with Office 365
	*
	

	Familiar with Excel
	*
	

	Familiar with BromCom
	
	*

	Follow instructions accurately
	*
	

	Be flexible, resourceful and responsive with good communication skills
	*
	

	Professional manner, building and maintaining strong working relationships with staff, and stakeholders
	*
	

	Solve straight forward problems use own initiative and being able to work independently
	*
	

	Able to work independently with the minimum of supervision in terms of meeting standards and timescales
	*
	

	Ability to adapt quickly and effectively to changing circumstances/situations
	*
	

	Work calmly under pressure
	*
	

	Committed to personal and professional development
	*
	

	Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection
	*
	

	Experience of working with children of secondary age
	
	*

	Be aware of, support and ensure equal opportunities for all
	*
	

	Promote and safeguard the welfare of children and young persons you come into contact with
	*
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