Lapwing	PERSON SPECIFICATION: RECRUITMENT OFFICER

	Requirement
	Essential/Desirable
	Measurements

	Qualifications & Experience

Educated to GCSE level (or equivalent), including English and mathematics
Experience in an administrative, HR, or education-related role
Experience of working accurately with systems, data, records, and documentation

	

Essential


Desirable

Essential

	

Application / interview


	Specific Skills

Excellent attention to detail and accuracy

Strong IT skills, particularly Microsoft Office

Excellent interpersonal skills, including the ability to communicate effectively with a range of audiences 

Excellent planning, organisation, prioritisation and time management skills

A systematic approach to compliance

Ability to work independently and as part of a team

	

All Essential


	

Application / interview




	Personal Attributes

Reliable, professional and conscientious approach to work

Methodical and well organised

Proactive attitude to work – wants to make a difference

Problem solver – tenacious – solution focused

Friendly, approachable manner

Hands-on approach, able to take the initiative

Ability to work well within a team

Awareness of the need for confidentiality and able to demonstrate discretion

Belief in Lapwing’s commitment to raising the educational achievement and life chances of all its beneficiaries 

Willingness to grow the role and responsibilities as Lapwing evolves 
	

All Essential






	

Application / interview










