Hasmonean High School
Person Specification

Examinations Officer
Please ensure that, in your application for the post, you address how your experience to date meets the criteria below.

	Criterion
	Essential
	Desirable

	Education and Training
	GCSE/O-Level, or equivalent in English and Mathematics 

(‘C’ grade or above) 
Evidence of recent ICT  capability

	· Evidence of Management Information training

· Evidence of recent training in an area of administration

	Knowledge and understanding
	· Some knowledge of Management Information Systems
· Knowledge and understanding of effective administration 
· Previous examinations experience at any level

	

	Experience 
	· Experience of working in an educational setting
· Successful experience in administration
	· Experience of working in a secondary school

· Experience of working with Management Information Systems

	Skills and Attributes
	· High level of competency in ICT
· Effective  communicator

· Ability to successfully present, inform, interact and consult with others
· Sensitivity to the school ethos

· Willingness to review and if necessary revise a standpoint

· Willingness to seek advice and support when necessary

· Approachable

· Ability to inspire trust and confidence

· Flexible, energetic, determined

· Ability to inspire mutual respect in students and adults

· Good problem solving skills

· Organised, and able to work calmly and effectively under pressure

· Understanding of the use of data 

· Ability to plan effectively

· Ability to monitor, evaluate and develop

· High expectations of self and others

· Ability to manage and organise resources including time 

· Ability to use technology effectively

· Ability to work with others
	· ICT qualification


