Icknield Community College

Exams Officer — Grade 8

ACAY

TRUST

Essential

Desirable

Qualifications

A Levels or equivalent

Training

SIMS training in a school
setting

Skills/Qualities

Effective communicator

Ability to work well with others
(internal and external)

Good literacy and numeracy
skills

Ability to prioritise
Strong organisational skills
Resilience and resourcefulness

Ability to work under pressure
and meet deadlines

Ability to recognise and respect
confidentiality

Good attendance, punctuality
and health record

Any experience of
handling budgets

Strong Microsoft Office
skills (including Excel)

Equal
Opportunities

Commitment and contribution to
School’s Equality Policy




