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PERSON SPECIFICATION

Job Title: Marketing and Communications Assistant  
	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications and training
	· Educated to GCSE level, including English and Mathematics
· Computer literate in Microsoft Office packages
· Experience of working in a ‘service’ office environment


	· A range of appropriate A level or alternative Level 3 qualifications 

· Accreditation or formal training in media packages, for example Adobe software
· Formal safeguarding training to Level 1 or higher 
· Current First Aid qualification

	Previous experience


	· Experience of film and media work, including photography and video editing

· Experience of media or ICT support work, including multimedia packages
· Design experience, both in print and digitally
	· An understanding of and a confident user of a social media platforms including Instagram, Facebook, Linked In, and YouTube

· Experience of working with young people in an educational setting
· Experience in managing and deploying resources, for example ordering and storing stock and equipment as well as maintaining records

	Skills, knowledge and understanding


	· Ability to communicate effectively with children, parents and other staff

· Computer literate, including Microsoft Office packages
· Working knowledge of Adobe and editing software
· Skills in film, media and photography

· Design ability and a ‘creative eye’
· Good planning and organisational skills
· Attention to detail and a high level of accuracy and quality
	· Skills in website design and management
· Knowledge of Health & Safety legislation 

· Knowledge of GDPR and legislation around the use and storage of images
· Strong numeracy and literacy skills

	Leadership and management


	· The ability to develop strong working relationships with students and staff, and with staff from outside agencies

· Willingness to work as part of a team

· Ability to be professionally discreet and to respect confidentiality
	· Evidence of commitment to continued professional development and training
· Willingness to undertake appropriate training for the role


	Personal qualities 

	· A commitment to ensuring that every student achieves their potential

· Patient, calm and resilient

· A friendly ‘can do’ approach and a sense of humour 

· Excellent interpersonal and verbal communication skills

· Professional attitude to work, especially when representing the school

· Suitability to work with children, including relevant DBS checks
· Able to speak fluent English to an appropriate standard
	· Ability to work under pressure

· Flexibility and ability to use their own initiative

· Ability to plan ahead and manage time effectively
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