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PERSON SPECIFICATION

Examination Officer
	Education &
Qualifications
	· Educated to a good general level 

· No specific qualifications are required 

	Experience
	· Experience of working in a school/college or administration environment
· Experience of managing the administration of examinations (desirable)
· Experience of managing other members of staff (desirable) 
· Experience of using a management information system (MIS)
· Experience of working with data sets 

· Experience of complying with statutory regulations set by external bodies                                      


	Personal Skills and Attributes 
	The ability to: 

· Respect the value and dignity of each individual member of the school community 

· Build and maintain quality relationships through interpersonal skills and effective communication

· Demonstrate personal and professional integrity 
· Be able to maintain confidentiality and understand the requirements of data protection and GDPR

· Organise, prioritise and manage time effectively to ensure deadlines are met

· Understand the need for attention to detail

· Use IT systems effectively, e.g. Microsoft Office 
· Think analytically and creatively and demonstrate initiative in solving problems

· Be aware of own strengths and areas for development. Listen to and reflect upon feedback and act appropriately 

· Demonstrate a capacity for sustained effective work and good humour under pressure 

· Demonstrate commitment to inclusion and the right of every student to achieve the best they can

· Demonstrate energy, enthusiasm, flexibility and resilience
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Working together to achieve academic excellence and personal potential             

