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PERSON SPECIFICATION – G5 SENIOR ADMINISTRATOR

Methods of assessment
Application form (A)
Interview (I)
Presentation (P)
	Educational Requirements
	Essential (E)/Desirable (D)
	Method of assessment

	Educated to degree level (or equivalent) 

	D
	A

	Experience
	Essential (E)/Desirable (D)
	Method of assessment

	A good, working knowledge of University systems such as SITs, Unit4, Moodle CIPHR 
	D
	A/I

	Experience of working in a higher education environment.
	D
	A/I

	Experience of maintaining/developing websites
	E
	A/I

	Experience of data analysis, producing and managing documentation, report writing
	E
	A/I

	Experience of delivering professional committee servicing
	E
	A/I

	Financial management and reporting
	E
	A/I

	Experience of using initiative and creativity to resolve problems, identifying practical and suitable solutions
	E
	

	Skills and Knowledge

	Essential (E)/Desirable (D)
	Method of assessment

	Excellent computing skills including Microsoft Office. 
	E
	A/I

	Attention to detail together with flexibility to prioritise conflicting demands 
	E
	A/I

	Excellent communication skills – both written and verbal
	E
	A/I

	Proven track record of dealing with confidential matters
	E
	A/I

	Ability to organise own workload with minimal supervision as well as being an effective team member.
	E
	A/I
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