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Person Specification

	Post 
	Schools Engagement Officer
	
	Dept
	Marketing and Schools Engagement Team

	Grade
	Scale 5 
	
	Ref No
	163-23


	Education / Training

	
	Criteria Essential (E)

Desirable (D)
	Measured By
Interview (I)

Application (AF)

Presentation (P)

	A Level/NVQ level 3 qualification or equivalent

Information and Guidance (IAG) accreditation Level 3
Evidence of a commitment to personal and professional development
	E

D
E

	AF/I

AF/I

AF/I



	Relevant Experience

	
	e / d
	Measured By

	Experience of establishing and maintaining relationships with staff in schools, educational support settings, parents and carers and relevant stakeholders 
Experience of working with and making presentations to a wide range of target audiences
Experience and a proven track record in selling services both over the telephone and face to face 

Experience of utilising excellent customer service skills and a commitment to providing high-quality service to all 
Experience of supporting the coordination of events
Experience of working with a wide range of referral agencies e.g. Careers Services/Connexions, training agencies and voluntary groups
Experience of successfully working with young people (with a focus on 14 – 18)
Experience of undertaking market research
	E

E

E

E

E
D

E
       D
	AF/I
AF/I/P
AF/I

AF/I

AF/I
          AF/I

AF/I
AF/I

	Relevant Knowledge/ Skills & Aptitudes

	
	e / d
	Measured By

	Ability to build constructive and productive working relationships with a range of people including adults, young people and colleagues
Ability to set priorities, achieve deadlines and work both, without close supervision or as part of a team

Ability to be pro-active in problem solving and to analyse information
Strong written and numeracy skills to generate a range of written material and interpret data to produce reports and action plans
Excellent presentation and interpersonal communication skills

Proficient use of ICT in particular Microsoft Office – Word / Excel / Power point
Drive, energy and enthusiasm to work flexibly in a changing and challenging environment

Ability to work as an effective team member and share collective accountability

An understanding of educational activities and the needs of external partners (secondary schools)
Understanding of further education study programmes including T Levels and Apprenticeships and progression routes to Higher Education
Knowledge of work experience and industry placements
Excellent negotiation and influencing skills 

Proactive and a self-motivated with the ability to work with minimum levels of supervision, meet tight deadlines and complete tasks in a timely and efficient manner
Knowledge of social media platforms and trends

	E

E

E

       E

       E

E

E

E
D
E

D
       E
       E
       D
	AF/I

AF/I

          AF/I

AF/I

I/P
AF/I

AF/I
AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

              I

	Special Requirements
	
	E / D
	Measured By

	Must be able to commute effectively between all College sites and within the Greater Manchester area
The successful postholder would be expected to have a flexible approach to their work including evening and weekend work
The successful applicant will need to have an Enhanced DBS check to work in the College environment
The post holder would be required to demonstrate an ability of discretion and maintaining confidentiality

Must be willing to undertake appropriate training and development in order to meet the requirements of the College

Awareness of health and safety requirements

Commitment to the principles of valuing diversity and equal opportunities

Bolton College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment
The post holder would be expected to demonstrate a commitment to developing their knowledge and understanding of Further Education, including funding arrangements, student-related processes and the quality framework
The post holder would be expected to take their main holidays outside of the College term weeks
	E

E

E

E

E

E

E

E

E

E


	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

          AF/I

AF/I




