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Person Specification

	Post 
	Learner Progress Monitoring Officer
	
	Dept
	QUALITY UNIT

	Grade
	Scale 5
	
	Ref No
	141-23


	Education / Training

	
	Criteria Essential (E)

Desirable (D)
	Measured By
Interview (I)

Application (AF)

Presentation (P)

	GCSEs in English and Mathematics 9-4/ A*-C
Qualification at L2 either Administration or Information Technology or significant experience working in either of these disciplines. 
	E
E

	AF

AF

	Relevant Experience

	
	
	

	Use of computerised systems to input information with a high level of accuracy and attention to detail.

Experience of using reports from management information systems to provide updates on progress and compliance.
Experience of using of educational computerised tracking systems e.g. Markbook to monitor student progress. 
Experience of setting up and maintaining effective and supportive administrative systems and procedures
	E

     E

D
     E
	AF/I

AF/I

AF/I

AF/I

	Relevant Knowledge/Skills & Aptitudes

	
	
	

	Effective organisational skills with the ability to prioritise, action plan and meet deadlines
Demonstrate outstanding customer service with a proactive approach to problem solving
Ability to manage, analyse and manipulate data
Excellent communication skills with the ability to present any issues in a clear and concise manner to a range of audiences.
Knowledge of Further Education provision including how formal qualifications and non-accredited (RARPA) courses are taught and assessed

	E

E

E

E

D

	AF/I
AF/I
AF/I

AF/I
AF/I


	Able to work independently and as part of a team
Good working knowledge of Microsoft Packages e.g. Word and Excel
Able to plan and deliver training 
	E

E

D

	AF/I
AF/I
AF/I


	Special Requirements
	
	

	The successful post holder would be expected to have a flexible approach to their work
Must be willing to undertake appropriate training and development in order to meet the requirements of the college
Awareness of health and safety requirements

Commitment to the principles of valuing diversity and equal opportunities

Bolton College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment
Some flexibility maybe required with regards to hours of work – advance notification will be given
	E

E

E

E

E

E


	AF/I
AF/I
AF/I
AF/I
AF/I
I




