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	PERSON SPECIFICATION 


	ROLE

	ESSENTIAL REQUIREMENTS
	DESIRABLE

	
Qualifications
(What qualifications are needed)

	· ‘A’ levels

· Passed GCSE English and Maths. 

· Ability to work outside normal office hours 

Full valid UK Driving Licence

	· Relevant degree

· Access to a car


	

Experience
(What they know)

	· 3 years working in a skills delivery / marketing / events environment

· Knowledge of Contract processes

· Dealing with difficult situations

· Handling multiple projects & tasks

· Dealing with senior managers

Working in a customer-driven environment
	· Work with a training provider/ private company


	
Skills
(What have they done)




	
· The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post

· Knowledge of event delivery

· Familiar with using social media

· Excellent written English

· Excellent organisational Skills
 
	
· Experience within event delivery role

Experience in a promotional/marketing role

	

Behaviours
(Way of thinking and Acting)
	· Ability to work under pressure

· Must be confident, firm and assertive

· Ability to communicate with staff and business community at all levels in a thoughtful manner

· Impeccable time keeping

	· Able to deliver presentations to public

· Organisation Skills to deliver events, keep accurate records.

Positive and motivational manner
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