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PERSON SPECIFICATION

APPRENTICE MARKETING ASSISTANT
	
	Essential
	Desirable

	QUALIFICATIONS AND ATTAINMENTS
	
	

	· Educated to Level 3/A Level, or working towards
	(
	

	· A willingness to undertake appropriate Continuous Professional Development
	(
	

	· Hold a full UK driving licence
	
	(

	· Car owner/driver
	
	(

	EXPERIENCE
	
	

	· Excellent administrative and organisational skills including computer literacy and keyboard skills
	(
	

	· Experience of successful working within a busy person-centred environment
	(
	

	SKILLS / KNOWLEDGE / ABILITIES
	
	

	· Excellent interpersonal skills
	(
	

	· Good communication skills both written and verbal with a variety of age ranges
	(
	

	· Ability to organise and prioritise own workload
	(
	

	· Ability to work on own initiative and without close supervision
	(
	

	· Ability to be a fully integrated team member
	(
	

	· Ability to work with interruptions
	(
	

	· Ability to assist staff and students in a polite and helpful manner
	(
	

	· Ability to meet deadlines
	(
	

	· Ability to monitor and evaluate the impact of activities
	(
	

	· Ability to work with school leavers and/or 16-19 year olds
	(
	

	QUALITIES
	
	

	· Commitment to and ability to support the distinctive ethos of the College
	(
	

	· Comfortable and supportive of working in a Catholic College
	(
	

	· Committed to equality of opportunity and fair treatment for all staff and students
	(
	

	· Awareness of and ability to work within health and safety requirements and the College’s Health and Safety Policy
	(
	

	· Willingness to participate in the individual staff review and development procedures
	(
	

	· Willingness to undertake further training
	(
	

	· Approachable
	(
	

	· Creative 
	(
	

	· Adaptable/Flexible
	(
	

	· Enthusiastic and person centred
	(
	

	· Positive can-do attitude
	(
	

	· Patient
	(
	

	· Willingness to work flexible hours which will include evenings
	(
	

	· Understanding of careers and courses available at SJR
	(
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