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SELECTION CRITERIA

POST:
          PA to the LOROS Centre For Excellence / LMS Project Manager                               
DEPARTMENT:
LOROS Centre for Excellence
	
	Essential Criteria
	Desirable Criteria
	How & When

	Education / Qualification


	GCSE grades A to C in English and Maths or equivalent (Grades 4 to 9)

Educated to Degree level or demonstrate ability to work at this level.
	Educated to Degree level in a relevant subject.

	Application Form 

Certificates

	Skills / Abilities


	Excellent communication skills, both verbal and non-verbal.
Ability to prioritise workload and meet deadlines.
Excellent time management skills.

Problem solving skills.
Excellent computer skills, including Microsoft Office.

Ability to work with senior staff members to develop learning modules.
Evidence of designing and creating online learning modules.
	Familiar with the use of design software.

	Application Form
Assessment Centre
References

	Experience


	Experience of working with a Learning Management System (LMS).

Experience of project work.

Experience in creating online learning modules.
	Proven track record of working on and managing multiple projects.

Experienced at training others to use specialised software.
	Application Form
Assessment
Centre



	Knowledge
	Professional production of reports and presentation and layout of information.
Outstanding analytical skills.
	Knowledge of the Access Unicorn LMS.


	Application Form
Assessment Centre

	Motivation and personal attributes


	Able to contribute to LOROS Values & Behaviours

Flexible 

Proactive and forward thinking

Confidential
Accuracy - attention to detail

Professional 

Ability to work on your own initiative as well as part of a team

Absolute Discretion

Analytical 

Excellent inter personal skills and the ability to work well with others.
Self motivated
	
	Assessment Centre

References
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