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	Person Specification and Selection Criteria
Examinations Officer
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	Attributes
	Essential
	Desirable
	How the selection criteria will be assessed

	Qualifications
	· 5 A*-C GCSEs, including Maths and English or equivalent.
	· Educated to A Level standard.

· A relevant IT qualification at intermediate level or above (e.g. European Computer Driving Licence ECDL).
	Application form

	Professional Experience Knowledge and Understanding
	· Knowledge and experience of the school examinations process including how they are administered and conducted.
· Basic understanding of school, local Government and Central Government structures and how they interrelate.

· Experience of working closely with senior members of staff within an organisation.

· Experience of keeping management data records. Assisting with carrying out data analysis and report production.
· Budget control experience.
· Understanding of the Data Protection Act 1998 
	· Knowledge of the Headteacher and Strategic Leadership Team’s role in the running of the school.

· Knowledge of the role of the DfE and OFSTED and how they relate to the school.

· Experience of working in a data management capacity within education.

· Experienced in the use of SIMS or similar database management to record student attainment and progress.
· Specific knowledge of the procedures and regulations of school examination boards.
· Experience of managing an exam invigilation team.

· Understanding of the needs of SEND students in relation to examinations.

· Line management experience.

	Application form and interview

	Abilities and Skills
	· Excellent communication skills, both written and oral, with the ability to produce confidential correspondence, documents, reports and communications.

· High level IT skills (Excel, Word, SIMs system, email, diary management and internet).
· Ability to analyse, understand and interpret data & information.
· Ability to work accurately with meticulous attention to detail.

· Ability to respond proactively to unexpected problems and situations.

· Ability to demonstrate initiative.
· Ability to maintain accurate and efficient record-keeping systems.

· Ability to identify work priorities and manage own workload to meet deadlines whilst ensuring that lower priority work is kept up to date.

· Ability to relate well to children and adults.
	· Experience of securely handling and maintaining sensitive confidential information.

· Ability to draft own correspondence and documents.
	Application form and interview

	Personal Qualities
	· Ability to present a confident and professional manner at all times.

· Excellent interpersonal and communication skills.

· Ability to work effectively under pressure.

· A flexible and positive approach to work.

· Knowledge of, and commitment to, Equal Opportunities.

· Maintenance of confidentiality.

· Willingness to undertake relevant training.

· Ability to build and maintain effective working relationships across the school.

· Good negotiation skills and ability to balance and resolve conflicting requirements/ demands.
· Willingness to work flexibly to meet the needs of the service and ensure deadlines are met.
	
	Application form and interview


SELECTION CRITERIA

Applicants will need to demonstrate that they possess the personal aptitudes, abilities, skills, knowledge, experience, education and qualifications outlined in the person specification above. A statement addressing each of these characteristics is essential.

(Note: Please address each selection criteria individually, providing demonstrable evidence in support of your claims)
