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	Attributes
	Essential
	Desirable
	How the selection criteria will be assessed

	Qualifications
	· 5 A*-C GCSEs, including Mathematics and English or equivalent.


	· Higher education qualification in a related degree
· A qualification in Careers Guidance and Development Level 6

· Teaching qualification
	Application form

	Professional Experience Knowledge and Understanding
	· Experience of working with young people between 11-16 years old

· Managing and implementing recording and reporting systems

· Producing reports

· Multi agency working

· Knowledge of Work Related Learning at Key Stage 4.

· Understanding of Enterprise Education in schools.

· Experience of running a careers library.

· Knowledge of Health & Safety in relation to Work Experience

· Knowledge of Special Educational Needs and disability issues and provision for them within secondary schools.
	· Experience of liaising with the external careers service regarding careers information.

· Delivering, implementing and evaluating action plans

· Developing banks of educational resources

· Understanding of budget management
	Application form and interview

	Abilities and Skills
	· Excellent communication skills, both written and oral, with the ability to produce confidential correspondence, documents, reports and communications.

· Excellent IT skills (Excel, Word, SIMs system, email, diary management and internet).

· Ability to respond proactively to unexpected problems and situations.

· Ability to demonstrate initiative.
· Ability to maintain efficient record-keeping systems.

· Ability to identify work priorities and manage own workload to meet deadlines whilst ensuring that lower priority work is kept up to date.

· Ability to communicate at all levels within an organisation.
	· Ability to provide and deliver effective customer care


	Application form and interview

	Personal Qualities
	· Excellent interpersonal and communication skills.

· Ability to work effectively under pressure.

· A flexible and positive approach to work.

· Knowledge of, and commitment to, Equal Opportunities.

· Ability to maintain confidentiality

· Willingness to undertake relevant training.

· Ability to build and maintain effective working relationships across the school.

· Good negotiation skills and ability to balance and resolve conflicting requirements/ demands.
· Ability to work flexibly to meet the needs of the service and ensure deadlines are met.
	
	Application form and interview


SELECTION CRITERIA

Applicants will need to demonstrate that they possess the personal aptitudes, abilities, skills, knowledge, experience, education and qualifications outlined in the person specification above. A statement addressing each of these characteristics is essential.

(Note: Please address each selection criteria individually, providing demonstrable evidence in support of your claims)
