
© Veale Wasbrough Vizards 2009 2 

 
Person Specification 
The School is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 
 

 

Essential 

These are qualities without which the 
Applicant could not be appointed 

Desirable 

These are extra qualities which can be used 
to choose between applicants who meet all 

of the essential criteria 

Method of  
assessment 

Qualifications 

The professional, technical or academic 
qualifications that the Applicant must 
have to undertake the role or the training 
that they must have received 

• A degree 

The professional, technical or academic 
qualifications that the Applicant would 
ideally have to undertake the role or the 
training that they should ideally have 
received 

• Professional qualification  in 
finance and exam 

Production of the 
Applicant’s 
certificates 

Experience: 

The categories of work or organisations, 
types of achievements and activities that 
would be likely to predict success in the 
role. 

• Administering A level and 
GCSE exams at Sixth form 
college 
 

The categories of work or 
organisations, types of achievements 
and activities that would be likely to 
contribute to success in the role. 

• Has exposure to finance area 

Contents of the 
Application Form 
 
Interview 
 
Professional 
references 

Skills 

The skills required by the Applicant to 
perform effectively in the role. 

• Organised 
• Can handle pressure  
• Leadership 
• General IT proficiency and MS 

Office (Word, Excel etc) 
 

The skills that would enable the 
Applicant to perform effectively in the 
role. 

• IT (filemaker) 
• SAGE (prefer to have) 
• Interpersonal skills 
 

Contents of the 
Application Form 
 
Interview 
 
Professional 
references 

Knowledge 

The knowledge required by the Applicant 
to perform effectively in the role. 
 

• Good understanding of current 
JCQ legislation  

• Basic understanding of the 
management accounts, payroll 
and credit control  
 

The knowledge that would enable the 
Applicant to perform effectively in the 
role. 

• Understanding of the 
operations of Sixth form 
education 
 

Contents of the 
Application Form 
 
Interview 
 
Professional 
references 

Personal 
competencies 
and qualities 

The personal qualities that the Applicant 
requires to perform effectively in the role 
and to ensure that the Applicant 
safeguards and promotes the welfare of 
children and young people 

• Quick learner 
• Problem solver 
• Motivation to work with children and 

young people 
• Ability to form and maintain positive 

relationships with other staff members, 
students, parents and suppliers 

• Working under pressure  

The personal qualities that would assist 
the Applicant to perform effectively in 
the role. 
 

• Work in a team as a leader and 
a follower 

• Flexible and adaptable 
approach 

Contents of the 
Application Form 
 
Interview 
 
Professional 
references 

 


