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JOB TITLE:
Exams Officer



	CRITERIA
	ESSENTIAL
	DESIRABLE 

	Qualifications 


	Grade C (4) in English and Maths.
Educated to A level or similar relevant professional qualification.

Competent user of computer software packages in particular SIMS.

Ability to undertake further training and development as required.


	IT / Administrative qualification.

Evidence of further education / training.

	Experience 
	Experience working in an office / school environment in an examination administrative capacity.
Experience of working in a busy environment with the ability to respond positively to high work demands.

Experience of working autonomously and part of a team, managing own workloads and meeting deadlines, setting priorities and achieving agreed targets.


	Experience of financial administration.
Be familiar with JCQ rules and regulations.


	Knowledge & Skills 


	Knowledge of examination and procedures and systems, awarding organisations and invigilation procedures.

Knowledge of relevant SIMS modules.

Ability to undertake a variety of advanced tasks which require detailed knowledge and skills in a specialist discipline.

Excellent organisational skills.
Excellent interpersonal skills and an ability to communicate with all staff, invigilators, students and exam boards clearly and with authority.


	Good working knowledge of Microsoft Office.

	Personal Competencies
	High level attention to detail.

Meticulous in approach.

Able to work under pressure.
Able to use own initiative.
Calm and confident.
Flexible approach to work.
	


