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Examinations Officer
Person Specification
	Qualifications
	· Graduate or equivalent (desirable)

· Mathematics and English to GCSE or equivalent (essential)

	Experience
	· Experience of internal and external examinations procedures ideally within an educational establish

· Use of a range of ICT packages e.g. information systems and Microsoft Office to a competent level (essential)

· Working within a team (essential)

· Working in a school environment (desirable)

· Successful experience of dealing with a range of routine office tasks (essential)

· Experience of working to very tight deadlines (essential)

· Experience of working with young people (desirable)

· Managing and leading staff (desirable)

	Knowledge
	· Understanding of how the exams role works (desirable)

	Skills / Competencies
	Essential
· High attention to detail and a high level of accuracy

· Excellent interpersonal, communications (oral and written) and numeracy skills

· Ability to work under pressure

· Microsoft Office to high level of accuracy, specifically Excel

· Ability to use initiative 

· Strong organisational skills including recording, monitoring and checking progress where key tasks are concerned

· Ability to manage a team of invigilators

Desirable
· Evidence of a personal commitment to professional development and the updating of job-related skills
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