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Person Specification

	Post 
	Work Placement Officer
	
	Dept
	Student Experience Team

	Grade
	Scale 5
	
	Ref No
	067-23


	Education / Training / Qualifications

	Criteria Essential (E)

Desirable (D)
	Measured By
Interview (I)

Application (AF)

Assessment Ctre (AC)

Presentation (P)

	· Relevant Assessor qualification
· Level 2 English and Maths grade C or above
· Workplace Health and Safety Qualification 
	D

E

D
	A

A

A

	Relevant Experience


	
	

	· Experience of developing relationships with employers
· Experience of providing support for students in an education or working environment
· Experience of working collaboratively with external agencies/employers
· Experience of writing evaluative reports
	E

E

E

E

	A/I

A/I

A/I

A/I

	Relevant Knowledge/ Skills & Aptitudes


	
	

	· Knowledge and understanding of the definitions of Work Experience applicable to Study Programmes, based on the ESFA Guidance Quality Assurance Standards

· Knowledge of Health and Safety issues in the workplace

· Knowledge and understanding of vocational curriculum in FE
· Proficient in the use of ICT, including Microsoft Office and Web based systems, e-mail and education packages e.g. ProMonitor.
· Ability to set and evaluate student targets
· Excellent interpersonal skills
· Strong written skills to generate a range of written material including reports 

· Ability to work to tight deadlines

· Ability to work with minimal supervision

· Ability to take responsibility for and ownership of tasks
· Ability to be pro-active in problem solving and to analyse information
	D

E

E

E

E

E

E

E

E

E

E
	A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

	Special Requirements
	Criteria
	Measured By

	· Must be able to commute effectively to visit partners.
· The successful post holder would be expected to have a flexible approach to their work including some evening and weekend work.
· The successful applicant will need to have a DBS check to work in the College environment. 
· The post holder would be required to demonstrate ability to 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 expects staff 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.
	E

E

E

E

E

E

E

E

E
	A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I


