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Person Specification

Role: Examinations Officer
	Area
	Essential
	Desirable

	Qualifications/Training
	Recognised qualification at level 3 or 4 in a relevant discipline or equivalent significant  experience 
Appropriate qualification to demonstrate good literacy and numeracy skills

	Certificate of higher education or degree level qualification 
GCSE (Grade A- C or equivalent in English and Maths
Relevant IT qualification or training



	Experience
	Extensive experience in an educational setting
Extensive administrative experience and use of Microsoft Office software

Experience in examinations management

	

	Knowledge
	In-depth knowledge of College systems and procedures 

Knowledge and understanding of the education environment and constraints
	Knowledge of the SIMS system. 
Knowledge of examination systems and processes 

  

	Skills & Abilities
	Excellent organisational skills and ability to deliver highly to tight deadlines
Ability to organise, manage, deploy and motivate colleagues 

Ability to communicate effectively, both verbally and in writing

Ability to solve problems and design solutions

Ability to work constructively as part of the wider support staff team
Ability to plan and prioritise own work programmes and those of others, work to deadlines and manage conflicting priorities

Ability to manage tasks and to keep accurate records

Ability to identify own training and development needs and those of others and participate in activities to address them
	Ability to manage continuous professional development and share knowledge with other staff 



	Attitudes & Approaches
	Flexible and positive approach to work and committed team player

Enthusiasm for education and working in a College community

A friendly and supportive attitude towards students, staff and other members of the College and wider community

Professional manner, loyalty and discretion

Ambition and aspiration

Sympathy with the ethos and aims of Christ the King College

Have a sense of humour
	Patience with students, staff and parents and the ability to remain calm in difficult situations


