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Person Specification
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications
	Good general standard of education with qualifications to at least GCSE level C standard in Maths and English
	A Level or equivalent standard



	Experience
	Experience of working in an office and data driven environment

Experience of working to tight deadlines and under pressure
	Experience of working in a School Exams Office.

Experience of working with young people



	Knowledge 
	
	Knowledge or understanding of secondary school procedures

	Skills & Ability
	Ability to use your own initiative and to prioritise

Attention to detail

Self-motivated

Excellent ICT Skills (Intermediate Word, Excel, Microsoft Outlook,  Powerpoint,)

Excellent written and oral communication skills

Good interpersonal skills – working with staff, students and parents

High level of personal organisation, and the ability to work without close supervision

Calm, confident attitude

Ability to adapt quickly to different situations

Common sense

Ability to work in a team and on your own

Experience of dealing with confidential issues

	Knowledge of SIMS and Exams Organiser
Management of a team, including performance management
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