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Person Specification
For
Community Engagement & PA Support

	Essential
	Criteria for assessment
	Desirable
	Criteria for assessment

	Qualifications
GCSEs Grade C or above in Maths & English or equivalent
	
Application form
	Qualifications
Higher level qualifications in relevant field i.e. marketing, management or business

	
Application Form

	Experience
Competent in the use of Microsoft Office including Word, Excel, Outlook and Publisher


Line management of staff.

Able to work in a busy 
environment, with competing demands

Experience of working in an Administration role in an education setting

Experience of organising or assisting with events organization

Experience of communicating with customer/service users in professional manner
	
Interview & References
	Experience


	
Interview & References

	Knowledge
Competent use of Canva or similar design software 
	
	Knowledge
Use of Arbor would be advantageous

Knowledge of other educational software

Knowledge of social media, particularly Facebook – to collate public posts for approval
	
Interview, application form and references

	Skills
Strong Organisational & Time Management skills

Excellent written and oral communication skills

Able to adhere to school policies/guidelines

Ability to create and design promotional material including social media posts, school displays and digital artwork

	
Interview & references




	Skills

	

	Attitude
Confident, friendly and welcoming

Strong team player

Diplomatic and professional

Able to remain calm under pressure

Polite and discreet and able to maintain confidentiality

Excellent attendance and punctuality

Flexibility in working patter for occasional out-of-hour events i.e. parents’ evening, community events, trips etc 
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