Person Specification
When you are telling us about your experience, please refer to the items in this person specification in detail – we will be scoring you against these attributes in order to decide whether to shortlist you.

We would like you to give brief examples of your experience under each heading so that we can understand what you’ve done before. You may also have had a range of experience outside your working life, such as family responsibilities, volunteering or community involvement. Please feel free to use these as examples. 
Post Title:
General Administrator 

Job Aim  : 
To provide administrative support to work with students, subscribing institutions on the student programme 
Essential skills and experience:

1) Good general education with an understanding of the UK Higher Education system.

2) Good written communication skills and the ability to adapt content and style to the audience.

3) Good verbal communication skills, including a good telephone manner

4) Ability to use ICT including the Microsoft Office, e-mails and the internet to a high standard (preferably qualified)
5) Good knowledge of office procedures

6) Good organisational and time-keeping skills and the ability to cope with a complex and demanding workload, taking responsibility for producing work to deadlines 
7) The ability to work well within a team and to contribute to group activities.

8) The ability to stay calm and positive when under pressure.

9) Experience of planning events or undertaking logistics
Desirable skills and experience:

10) Advanced ICT skills such as the use of databases or website software.

11)  Experience or knowledge of working in a team in difficult circumstances
12) Experience of working with volunteers and of issues relating to their recruitment    and retention.

13) Experience of supervising others

14) Interest in and experience of international students
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