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Person Specification


	Job Title
	Examinations Officer (Level 5)
	School
	Summerhill School

	
	
	
	

	Post Number
	SCH042
	
	

	
	
	
	

	Grade
	6
	Salary
	£20,661 - £22,658
	
	

	
	
	
	
	
	



	Criteria (Essential)
	Assessment By

	
	
	Application
	Interview
	Test

	
	
	√
	√
	√

	Experience
	
	
	
	

	Substantial experience of working in a business environment at senior level or at middle management level with supervisory experience with a school or local authority.

	
	√
	√
	√

	Experience of managing a team of staff.

	
	√
	√
	√

	Knowledge of examination administrative procedures including a good understanding of the qualification system and how qualifications are assessed and awarded.

	
	√
	√
	√

	
	
	
	
	

	Qualifications / Training
	
	
	
	

	NVQ Level 3 or equivalent.  Subject must be relevant to the job role.

	
	√
	√
	√

	GCSE or Equivalent in English at Grade B
GCSE or Equivalent in Maths at Grade B
Relevant training in the use of:
· SIMS or other educational MIS (desirable)
· Microsoft Excel (desirable)
· Microsoft Word (desirable)
	
	√
	√
	√

	
	
	
	
	

	Practical Skills
	
	
	
	

	Excellent ICT and data inputting skills.
	
	√
	√
	√

	Ability to use relevant technology e.g. computer/keyboard and able to demonstrate knowledge and use of a wide range of ICT packages and systems

	
	√
	√
	√

	Ability to deal with a large volume of data, prioritise workload and meet strict deadlines.

	
	√
	√
	√



	
	
	Application
	Interview
	Test

	Ability to interpret advice/statute and to devise policy and practice in the light of these.

	
	√
	√
	√

	Ability to maintain high standards of accuracy and have a calm methodical approach to work whilst working under pressure.

	
	√
	√
	√


[bookmark: _GoBack]
	
	
	Application
	Interview
	Test

	Personal Qualities and Attributes
	
	
	
	

	A Knowledge of Equality & Diversity issues.

	
	√
	√
	√

	Ability to motivate, persuade, negotiate and influence others.

	
	√
	√
	√

	Ability to relate well to children and adults.

	
	√
	√
	√

	Good organisational and communication skills.

	
	√
	√
	√

	Ability to identify own training needs and willingness to participate in training and development opportunities.

	
	√
	√
	√

	To comply with the Schools commitment to the protection and safeguarding of children.

	
	√
	√
	√

	
	
	
	
	

	

	Prepared By
	Jill Belcher

	Date
	20th December, 2017
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