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Person Specification

	Post 
	Hubs Administrator
	
	Dept
	Community Hub

	Grade
	Administration
	
	Ref No
	016-23


	Education / Training


	Criteria Essential (E)

Desirable (D)
	Measured By

Interview (I)

Application (AP)

Assessment Ctre (AC)

Presentation (P)

	GCSE English and Maths (minimum A-C) or equivalent.

	E

	AF/I


	Relevant Experience


	
	

	Experience of dealing with customers and colleagues at all levels.

Experience of working in a busy reception/office environment.
Experience of providing a high standard of customer service.

Experience of data inputting.
Experience in an educational environment.


	
E

E


E


E


D

	AF/I
AF/I

AF/I

AF/I

AF/I

	Relevant Knowledge/ Skills & Aptitudes


	
	

	Good attention to detail.

Good communication skills.
Proficient use of IT and knowledge of computer packages (e.g. Word, Excel, Outlook).

Ability to work as part of a team with the ability to show initiative and work unsupervised when required.

	
E


E


E


E



	AF/I

AF/I

AF/I

AF/I



	Special Requirements
	
	

	Maintain confidentiality.

To be willing to be trained and act as a College First Aider

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.
Commitment to the principles of valuing diversity and equal opportunities.
	E
E

E
E
	AF/I

AF/I
AF/I

AF/I



