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	Person Specification

Exams and Data Manager


	
	Minimum Essential Requirements
	How Identified

	Education & Qualifications
	· Qualification or minimum two years’ experience in the relevant disciplines
· Mathematics G.C.S.E Grade C/4 or above or equivalent
· English G.C.S.E Grade C/4 or above or equivalent
· A commitment to continuing professional development


	Application Form

	You must have a proven  track record in and the ability to:
	· Experience within a similar role in the business or education sector. 
· Knowledge and understanding of awarding organisations and the regulatory framework for administering examinations. 
· Recent experience of managing exams in an educational context. 
· Experience of using an MIS system. 
· Understanding of current developments in the secondary school curriculum and examination systems.
· Ability to maintain a calm approach and deal with pressure.  
· Excellent organisational skills and the ability to work with a high degree of accuracy.
· Ability to develop positive relationships with students, parents and colleagues. 
· Ability to give professional advice and information

· Highly developed interpersonal and communication skills, both written and verbal

· Ability to lead manage and motivate teams

· Organise and prioritise workloads with the ability to meet and manage competing deadlines

· Solve problems and use your judgement to interpret information and make recommendations / decisions for action

· Work on your own initiative and as part of a team

· Relate to and promote the ethos of the school
· Effective ICT skills and use of Microsoft Office software.  
· Ability to maintain a positive approach to work with a high level of self-motivation
· High levels of integrity, confidentiality and discretion.

	Application Form and References

Interview 

	You must also:
	· Be willing to undertake training as required

· Have excellent attendance and punctuality (assessed once a conditional offer of employment is made)
· An understanding of and commitment to Equal Opportunities and the ability to apply this to strategic work and day to day situations.
· An appropriate understanding of child protection and school behaviour management policies
· A commitment to promote and support the school’s ethos for staff wellbeing for staff and students.

	Interview and references


