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ST JOHN RIGBY COLLEGE

    Gathurst Road, Orrell, Wigan, WN5 OLJ

PERSON SPECIFICATION

Examinations Officer
	
	Essential
	Desirable

	QUALIFICATIONS AND ATTAINMENTS
	
	

	Educated to level 2 or equivalent
	√
	

	Educated to level 3 or equivalent
	
	√

	Edexcel Examination Officer Certificate, or the willingness to work towards this qualification
	√
	

	Knowledge
	
	

	Knowledge and understanding of examination board requirements and procedures
	√
	

	Knowledge of  FE curriculum specifications
	
	√

	Experience
	
	

	Minimum of 2 years experience in the use of information software
	√
	

	Experience of data entry in an administrative or customer service environment
	√
	

	Experience of liaising with Examination Boards, including EDI procedures
	√
	

	Experience of working in a sixth form /FE college or an educational environment
	
	√

	Previous experience within a similar role
	√
	

	Technical Skills / Abilities
	
	

	IT Literacy-MS Office including Word, Excel, Access, Outlook and (desirable) examination software
	√
	

	Good organisational and planning skills
	√
	

	Commitment to the design and implementation of a high quality examination system
	√
	

	Good communication skills - the ability to present ideas and information clearly, concisely both verbally and in writing
	√
	

	Interpersonal skills- the ability to relate to a wide spectrum of individuals, to build and maintain effective professional relationships with internal customers and external contacts
	√
	

	Ability to assimilate complex information and make appropriate decisions rapidly and accurately
	√
	

	Aptitude for accuracy and detail
	√
	

	Personal attributes and qualities
	
	

	Comfortable and supportive of the College’s distinctive mission
	√
	

	Committed to excellence, equal opportunities, customer focus, team working and staff / self development
	√
	

	Flexible and approachable, positive, enthusiastic and self motivated
	√
	

	Ability to work with young people and colleagues at all levels
	√
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