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PERSON SPECIFICATION
Sport & Physical Activity Assistant 
Vacancy Ref: NXXX

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

	Educated to degree level or equivalent experience in sport operational management, or a related field.
	Essential
	Application Form

	Knowledge

	Ability to work in a team and have a flexible approach to work
	Essential
	Supporting Statements/ Interview

	Knowledge of student activities programmes such as clubs, societies and volunteering, and awareness of the importance of participation in relation to student experience and the potential barriers and challenges to this.
	Essential
	Supporting Statements/ Interview

	Working knowledge of University and/or club sports, including eligibility rules, and competition management systems.
	Essential
	Supporting Statements/ Interview

	Basic knowledge of risk assessment 
	Desirable
	Application Form

	Experience

	Experience of supporting/working collaboratively on projects and/ or events to achieve agreed objectives with competing deadlines.
	Essential
	Supporting Statements/
Interview

	Experience of managing conflicting priorities and busy workload, including unscheduled tasks.
	Essential
	Supporting Statement/Interview

	Experience of scheduling facilities and timetabling.
	Essential
	Supporting Statement/Interview

	Experience of working with Microsoft Word, Excel, Outlook, and customer relationship management systems
	Essential
	Supporting Statement/Interview

	[bookmark: _Hlk80804845]Supervision of casual and/or part time staff
	 Desirable
	

	Skills

	Ability to communicate and engage effectively and appropriately with a variety of people whilst maintaining professionality regardless of the method of communication. 
	Essential
	Supporting Statements/ Interview

	Excellent administrative skills and high level of attention to detail.
	Essential
	Supporting Statements/ Interview

	Use initiative to effectively manage competing demands and high volume of enquiries while maintaining high standards.
	Essential
	 Supporting Statements/ Interview

	Ability to review and adapt procedures based on feedback.
	Desirable
	 Supporting Statements/ Interview

	The skills and the ability to appropriately engage with the target audience(s) of the Recreational sport projects, ensuring accuracy of presentation in written/digital information.
	Desirable
	Application Form/ Interview

	Experience of handling confidential information and basic understanding of  Data Protection legislation
	Desirable
	Application Form



*
· 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 eg 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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