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The Bourne Community College

Student Support Manager – Person Specification
	QUALIFICATIONS/EXPERIENCE


	Essential
	Desirable

	Experience
	
	

	Experience of using Microsoft Office Suite
	(
	

	Experience of using Email/Internet
	(
	

	Experience of using SIMS database
	
	(

	Experience of working in a school setting
	
	(

	Experience of working with children and young adults
	(
	

	Experience of working with the general public
	(
	

	Be First Aid qualified or be willing to undertake training
	(
	

	Skills
	
	

	Personal
	
	

	Ability to relate well to children and adults
	(
	

	Must be well organised
	(
	

	Ability to work under pressure and ensure deadlines are met
	(
	

	Ability to work as part of a team
	(
	

	Good communication skills (written and oral)
	(
	

	Ability to organise and priorities workload and work on own initiative
	(
	

	Ability to multitask across different workloads
	(
	

	Ability to demonstrate high standards of literacy and numeracy
	(
	

	Administrative
	
	

	Experience of using, maintaining and developing administrative systems
	
	(

	Ability to find solutions to administrative problems
	
	(

	Ability to maintain accurate records and filing systems
	(
	

	Ability to produce clear reports
	(
	

	Relations
	
	

	Have good interpersonal skills and be able to communicate effectively
	(
	

	Committed to providing quality ‘customer service’
	(
	

	Ability to develop good relations with staff, students and Governors
	(
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