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I Preparing scripts/coursework necessary for conferences
f  Organising conference arrangements, including setting up of exhibitions
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Subject Support Officer

Domains

Highly Desirable criteria are the optimum skills and experience the applicant will ideally have. Desirable criteria
are those which would add value to the job if present, and also include potential for growth and development
into the role.

I Strong planning and organising skills, with the confidence to manage multiple projects simultaneously,
sometimes involving collaboration from other teams/colleagues.

f  Good time-management skills with the ability to independently organise your workload to ensure your
deadlines and those of your team are not missed.

I  Excellent oral and written communication skills, with the ability to apply these to proof-reading tasks.

f Welsh language skills, both written and oral.

f  Abasic understanding of the UK examinations cycle.
I Strong IT skills, including MS Office, with evidenced ability to be able to learn new/bespoke software.

I Prior experience working as part of a team.

Previous experience working in an administrative/office environment.

I Experience of working in a customer services role, supporting a diverse range of individuals who have
varying levels of understanding of the subject matter.

=

I Previous experience overseeing the work of others, monitoring progress against set-deadlines and
supporting as appropriate.
I  Experience of event planning, either in person or online.

f  GCE standard of education or equivalent work experience
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