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Person Specification

	Post 
	STUDENT LIAISON OFFICER
	
	Dept
	STUDENT SERVICES

	Grade
	Scale 4

	
	Ref No
	056-20


	Education / Training

	Criteria Essential (E)

Desirable (D)
	Measured By
Interview (I)

Application (AF)

Assessment Ctre (AC)

Presentation (P)
Certificates (C)

	Minimum of  NVQ 3 or equivalent in Youth Work or  a subject related to working with young people (16-19)
Minimum Level 2 in Maths and English
IT Skills qualification – in word processing, spreadsheets, database


	E
E

D
	AF / C
AF / C

AF  / C


	Relevant Experience

	
	

	Demonstrable experience of working with individuals and groups of students in an educational setting
Experience of handling a budget and cash handling
Experience of using word processing, spreadsheets,& database packages
Experience of collecting & collating of statistics
Experience of working with adults as well as young people (16- 19)
	E
E
E
E
E
	AF / I
AF / I
AF / I
AF / I
AF / I


	Relevant Knowledge/ Skills & Aptitudes

	
	

	Ability to organise events and services for students
Ability to consult effectively with students
Ability to evaluate events and write reports 
Excellent interpersonal skills
Ability to work as part of a team

	E
E
E
E
E

	AF / I
AF / I
AF / I
AF / I
AF / I



	Special Requirements
	E / D
	Measured By

	Enthusiasm and “positive about people” attitude
Self motivated and resourceful
Good organisational skills with the ability to multi task under pressure
Flexibility and a capacity to adapt to the changing demands of the job including off site working 
Committed 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.

	E
E
E
E
E
E

	AF / I
AF / I 
AF / I
AF / I
AF / I
AF/I



