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PERSON SPECIFICATION
Divisional Officer Vacancy Ref:

	Criteria
	Essential/ Desirable
	Application Form / Supporting Statements/ Interview *

	Administrative experience in a complex professional environment, providing high-level support to senior managers or executives

	Essential
	Supporting Statements/ Interview

	Excellent organisational skills with the ability to manage multiple priorities, coordinate competing deadlines and maintain accuracy under pressure.

	Essential
	Supporting Statements/ Interview

	Demonstrable experience of diary management, meeting coordination and supporting senior stakeholders in a proactive manner.

	Essential
	Supporting Statements/ Interview

	Strong written communication skills, including experience preparing, reviewing or coordinating high-quality committee papers, reports, agendas or presentations.

	Essential
	Supporting Statements/ Interview

	Experience of servicing formal meetings including agenda preparation, minute taking and action tracking.

	Essential
	Supporting Statements/
Interview

	Financial administration experience, including budget monitoring, purchase orders, invoices, expenses and financial record management using digital systems.

	Essential
	Supporting Statements/ Interview

	Excellent communication skills (written and oral) and the ability to interact professionally with a wide range of internal and external stakeholders.
	Essential
	Supporting Statements/ Interview

	Advanced IT and digital literacy skills, including proficiency in Microsoft Office applications and the ability to learn specialist systems.

	Essential
	Supporting Statements/ Interview

	Ability to work independently, use initiative to identify issues and solutions, and contribute positively to projects and continuous improvement activities.

	Desirable
	Supporting Statements/
Interview

	Knowledge of higher education governance, regulatory compliance or student casework processes.

	Desirable
	Supporting Statements/
Interview



· Application Form – assessed against the application form, curriculum vitae and letter of support. Applicants will not be asked to answer a specific supporting statement. Normally used to evaluate factual evidence e.g. award of a qualification. Will be “scored” as part of the shortlisting process.
· Supporting Statements - applicants are asked to provide a statement to demonstrate how they
meet the criteria. The response will be “scored” as part of the shortlisting process.

· Interview – assessed during the interview process by either competency-based interview questions, tests, presentation etc.
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