
PERSON SPECIFICATION

PROGRAMMES INFORMATION OFFICER

For effective performance of the duties of the post, the postholder will have, as a minimum, the skills and knowledge detailed in Essential Criteria.

	ATTRIBUTES
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	Qualifications:
	· Good standard of education including numeracy to GCSE Maths standard 
	· Degree level

	Knowledge:
	· Good  practical knowledge of a wide range of IT systems and their uses, notably MS Word, Excel,  and databases such as Access
· Methods of statistical analysis and the presentation of information.


	

	Experience:
	· Developing and designing databases and spreadsheets 
· Analysing statistical data and summarising the results accurately and appropriately
	Experience of supervising staff

	Skills
	· Create and design databases and spreadsheets and use specialist software packages 

· Ability to analyse, interpret, and explain complex data in meaningful terms.
· Ability to take minutes and produce letters when required
· Ability to organise workload in a methodical manner and meet deadlines

· Prioritise and manage time effectively

· Prioritise the workload of staff for whom they are responsible 
· Good keyboard skills , able to produce timely and accurate work with attention to detail
	

	Abilities and Disposition:
	· Ability to use initiative and work unsupervised 
· Good communicator, confident in dealing with staff at all levels

· Team Player willing to take a hands on approach to resolving problems
· Committed to Equal Opportunities and anti-discriminatory working practice

· Committed to personal development and the development of others
· Sense of humour
	

	Physical Requirement:
	· Access to transport 
· Ability to provide regular reliable service ,with reasonable adjustments where appropriate
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