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St Augustine of Canterbury Catholic Academy
Examination Officer: Person Specification
	CRITERIA
	QUALITIES

	Qualifications 
and training
	Educated to GCSE level in English and Maths.
Excellent knowledge of and ability to use a range of ICT Microsoft packages, e-mail and the internet.
Using a management information system (MIS)

	Experience
	Working in a school/college or administration environment
Working with confidential and/or sensitive materials
Able to work independently and to use own initiative.
Able to work to, and to meet, deadlines.
Managing time and workload to meet deadlines

	Skills and knowledge
	Accurate and efficient data entry skills. 
Communicate effectively both orally and in writing with staff, students, parents and outside agencies.
Support and work as part of a high performing team.
Develop good relationships with staff and others.
Be approachable and adaptable.
Deal sensitively and confidentially with people.
Plan, organise and prioritise tasks.
Competent with common IT systems, e.g. Microsoft Office, MIS, experience of using Arbor would be an advantage.
Data analysis.
Ability to work flexibly and quickly under pressure.
Ability to work across multiple projects and deadlines.
Ability to follow policies and procedures set by the school and external agencies. Seek advice and support when necessary.

	Personal qualities
	Consistent in approach.
Quick thinking, flexible and willing to adapt to changing circumstances.
Resilience, enthusiasm, energy and vigour.
Honesty, reliability, integrity and commitment to the success of the school.
Organised and able to keep calm under pressure.
Ability to work well in a team, and independently.

	General
	Demonstrate a commitment to equality.

	
	Demonstrate understanding of Health and Safety at work.

	
	Understand and carry out Child Protection procedures.

	
	Understand procedures and legislation relating to confidentiality and data protection.

	
	CPD – be prepared to develop and learn in the role.
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