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Person Specification


	Post 
	Learner Data Enrolment Officer 
	Department
	Learner Data

	Grade
	Admin and Support
	Ref No
	053-23


	Education and Training
	
	

	GCSE English and Maths: Grade A*-C or 9-4 or equivalent (or willingness to work towards)
	E
	AF


	Experience 
	Criteria Essential (E) /

Desirable (D)
	Measured By

Interview (I)

Application (AF)

	Experience in a data input role 

Experience of working in a customer focused environment 

Experience of working with learner data and enrolments 

Experience of working in an FE environment 

Experience of working with EBS student record system 


	E
E

D

D

D
	AF/I
AF/I

AF/I

AF I

AF/I

	Knowledge and Skills

	Working knowledge of Excel, Word and Outlook 

Enter data accurately and efficiently 

Attention to detail 

Work to multiple deadlines simultaneously 

Work independently or as part of a team 

Liaise with staff at all levels 

Communicate effectively with students and staff

	E

E

E

E

E

E
E
	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

	Special Requirements and Values

	Receptive to feedback; actively invites feedback from peers and customers to identify opportunities to improve  the service
Approaches difficulties with a positive attitude  

Committed to continuously improving the service and taking responsibility for own actions and work  

Committed to delivering the highest standards of customer service and undertaking the role to the highest possible standard 

Willingness to work flexibly as required and to ensure that deadlines are achieved 

Commitment to the principles of valuing diversity and equal opportunities 

Committed to safeguarding and promoting the welfare of young people and vulnerable adults 
	E
E

E

E

E

E

E


	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I


