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CHILDREN’S SERVICES
PERSON SPECIFICATION

POST TITLE:
Virtual School Education Support Officer
GRADE:

Band 5
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· At least 5 GCSE’s Grade C or above (including English and Maths) or equivalent
	· Degree
· Relevant Business qualification
· ECDL
· RSA II WP or equivalent

	· Application form

· Certificates



	Work Experience


	· Substantial experience of managing an office/ business/ administration systems
· Experience of dealing with a range of professionals and service users/customers
· Relevant experience of collection and collation of complex data

	· Experience of managing others
· Experience of working in Local Government/ Education setting
· Experience of exam administration
	· Application form

· Interview

· References



	Knowledge/

Skills/Aptitudes


	· Excellent organisational and time management skills
· Good verbal and written communication skills
· Competence in the summarising and recording of meetings
· Good IT skills e.g. Microsoft Office, Excel, Publisher, Powerpoint
· Able to prioritise work to meet deadlines

	· Knowledge of relevant statutory legislation on LAC Education
· Knowledge of LAC systems and procedures
· Knowledge of school systems
· Website development and maintenance
	· Interview

· References

	Disposition


	· Able to prioritise work to meet deadlines
· Able to maintain confidentiality
· Able to work on own initiative
· Able to work as part of a team
· Flexible approach to work
· Committed to the principles of equality and diversity

	· 
	· Interview
· References
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