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	PERSON SPECIFICATION

	POST:   Lettings Support Assistant             
	DIRECTORATE:     Gosforth Academy                          

	FACTOR
	ESSENTIAL
	DESIRABLE
	MEANS OF ASSESSMENT

	1   SKILLS, KNOWLEDGE

AND APTITUDES
	· Good customer service skills

· Organised and a good communicator.

· Ability to deal with basic administration procedures.

· Ability to work unsupervised in a busy environment for long periods.
	· Knowledge of lettings operations.

· Good ICT skills, able to send emails and operate a booking system.
· Awareness of Health and Safety requirements within a sports environment.


	· Application form.

· Interview.

· References.

	2   QUALIFICATIONS AND TRAINING
	· Maths and English GCSE or equivalent qualification (grade A-C/equivalent)
	· First Aid at Work Certificate


	· Application form.

· Interview.

· References.

· Sight of original certificates.



	3   EXPERIENCE
	· Experience of customer orientated working environment.


	· Experience of working in a school environment

· Experience of working in a sports or leisure environment.

· Experience of dealing with the public.

· Experience of sales.
· Experience of cash handling

· Loneworking
	· Application form.

· Interview.

· References.

	4   DISPOSITION
	· Motivated individual.

· Able to work on own initiative or as part of a team.

· Friendly, honest and trustworthy.

· Able to plan own workload and meet deadlines.

· Able to work under own initiative.

· Ability to form and maintain appropriate relationships and personal boundaries with students
	· Interest and commitment to the Gosforth Group
· Interest in sport and fitness.
	· Interview



	5   SPECIAL REQUIREMENTS
	· Good attendance and timekeeping record.

· Willingness to work shifts including weekends and evenings
· Willingness to work on own
· Satisfactory Enhanced Disclosure with the Disclosure and Barring Service

· Occupational Health clearance
	
	· Interview

· References

· DBS Clearance

· Occupational Health Form
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