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THE SOUTHFIELD GRANGE CAMPUS

one campus one community





PERSONNEL SPECIFICATION

                                            Job title:  Examinations, Qualifications & Data Officer                                                            Grade/Level:     Level 3
	
	ESSENTIAL
	DESIRABLE

	Education, Training & Qualifications

	· Educated to NVQ Level 4 or equivalent (or have significant experience) including GCSE English and Maths (A – C) equivalent.

· Commitment to own personal and professional development, including an up-to-date awareness of development of all aspects of the role.
	· Evidence of study and qualifications in a relevant field.
· Evidence of further relevant study.

· Child Protection training.



	Experience & Knowledge
	· Awareness of MIS systems in a large institution.

· High level understanding and usage of Microsoft Office applications including Word and Excel.
	· Knowledge of relevant Health & Safety issues.

· Knowledge of Data Protection issues.

· Knowledge of Progresso or other school MIS e.g. SIMs

	Special Knowledge & Skills
	· Excellent organisational skills to enable planning, prioritising and delivering of work to tight deadlines.
· Ability to work with a variety of stakeholders including staff, pupils and parents/carers.

· Excellent written and oral communication skills

· A self-starter and able to use own initiative.
· Ability to analyse situations and possible outcomes to establish the most effective course of action.
	· Experience or knowledge of national examinations practice and procedures.
· Experience of using and analysing other data software.

	Personal Attributes
	· High levels of resilience, integrity honesty and credibility which will inspire confidence and trust from both internal and external stakeholders.
· Flexible approach to work.

· Highly motivated, confident, ‘can do’ problems-solver and self-starter.
	

	Safeguarding
	· An understanding of and commitment to safeguarding and promoting the welfare of children and young people.
	

	Equality
	· A personal and professional commitment to equal opportunities, diversity and promoting good race relations.
· Candidates should indicate an acceptance of and commitment to the principles underlying the Trust’s Equal Rights policies and practices.
	

	Circumstances/Personal
	· Must be legally entitled to work in the UK (Asylum and Immigration Act 1996).
· No contra-indications in personal background or criminal record indicating unsuitability to work with children/young people/vulnerable adults/finance (DBS check required).
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