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	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· A sound knowledge of employment and skills delivery, policy and developments

· Excellent ICT skills including specialist knowledge of operating systems, devices, applications and software
· A sound knowledge of the use of ICT within an employment and skills environment including MIS/CRM/VLE and curriculum planning tools
· Knowledge of key ICT/Digital developments

· Knowledge and understanding of good practice in digital development
· Excellent and up-to-date grasp of digital technologies and the effective use of them
· Knowledge of data security, audit and disaster recovery policies and procedures

· Knowledge of procurement and contract management processes, procedures and paperwork

· A strong commercial awareness and awareness of the relationships between costs, quality, customer service and performance 

· Communication – excellent and high quality oral and written communication and presentation skills
· Ability to explain complex ideas to those with limited IT and systems knowledge
· Listening ability and patience
· Ability to present to a large and wide variety of audiences

· Excellent research, analysis and evaluation skills
· Excellent organisational and time management skills 
· Excellent collaboration and problem-solving skills
· Able to prioritise workloads and work proactively and independently 
· Strong negotiation skills required to meet the demands of staff, clients and partner agencies with sensitivity

· Ability to manage performance including the effective delivery of targets and work to tight deadlines.

	· Knowledge of current developments within teaching and learning
· Knowledge of relevant funding methodologies and eligibility rules

	· Application form

· Interview

· References



	Qualifications and Training
	· Qualifications, training or substantial experience in the Employment and Skills arena 

· Qualification or relevant experience in one of the following areas:

· IT

· Computing Studies

· Information Systems

· Business Administration


	· A qualification in a related subject such as Education, Careers Guidance, Economic Development or Public Sector working.

· A project or programme management qualification or relevant experience.
· Knowledge and experience of using sophisticated relevant software

· Commitment to continuous professional training and development.


	· Application form

· Interview

· Certificates



	Experience
	· Experience of the planning, development and initiation of ICT projects and programme in the employment and skills sector.

· Experience of delivering training to internal and external audiences in the use of ICT
· Extensive experience of working within a team to deliver to joint priorities

· Ability to positively influence work colleagues and partners
· Experience of delivering challenging targets and meeting tight deadlines

	· Experience of direct delivery in the employment and skills sector

	· Application form

· Interview

· References

	Special Requirements
	· Post holder will require access to transport during working hours
· Willingness to occasionally work unsocial hours as required including evenings and weekends.
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