[image: image1.jpg]South Tyneside Council




CHILDREN’S SERVICES
PERSON SPECIFICATION
POST TITLE:     Assisted Travel Senior Business Support Officer
GRADE:  
Band 5 
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Educated to BTEC First Diploma level or equivalent in an appropriate discipline
· At least 4 GCSEs grade C or above or equivalent including English and Maths


	· BTEC National Diploma or equivalent
· AS or A Levels
· Training in IT packages e.g. Microsoft Office

	· Application form

· Certificates


	Work Experience


	· Significant clerical experience

· Experience of using Microsoft Office including databases
· Experience of using initiative to manage own workload and meet deadlines

· Experience of managing a range of competing priorities effectively 

· Experience of dealing with people both face to face and on the telephone

	· Substantial clerical experience 
· Experience of working within a school/LA environment

· Experience of managing a diverse office workload
· Experience of Line Management

· Experience of working with staff at all levels within an organisation

	· Application form

· Interview

· References

	Knowledge/

Skills/

Aptitudes


	· Excellent IT skills

· Excellent attention to detail with the ability to produce written correspondence of a high standard 

· Able to prioritise and manage own workload amid conflicting demands and busy work periods 

· Good interpersonal skills

	· Basic knowledge of legislation relating to special educational needs
· Good time management


	· Interview
· References



	Disposition


	· Enthusiastic

· Conscientious

· Able to deal with material of a sensitive nature

· Able to maintain confidentiality at all times

· Able to work as part of a team

· Able to work on own initiative

· Flexible approach to work

· Committed to the principles of equality and diversity


	· Interest in special educational needs
	· Interview

· References

	Circumstances


	· Enhanced clearance from the Disclosure and Barring Service
	· Full current driving licence or access to a means of mobility support
	· DBS check
· Application form




South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

Date:
10.09.26
Assisted Travel Senior Business Support Officer PS - 10.09.26



