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Exams and Assessment Officer
	
	Essential
	Desirable

	Qualifications

	· GCSE Grade C or above in English and Mathematics (or equivalent level qualification)

	· Further professional qualification relating to role
· Safe guarding Training

	Skills
	· Basic knowledge and awareness of requirements of public examinations.
· Effective time management and ability to meet deadlines.
· Able to inspire and support young people.

· Show initiative and approach challenges with a positive attitude.
· Able to use data effectively and ability to assimilate complex information to make appropriate decisions.
	· Experience of working within an educational setting.
· An ability to delegate effectively and train invigilators as appropriate.
· Experience of using SIMS
· Experience in an Exams role.

	General
	· Flexible and enthusiastic attitude

· Clear ability to relate to young people.

· A commitment to a positive culture of learning.

· Excellent communication skills to staff, students and external bodies.

· Professional telephone manner.

· Resilience to work under pressure.

	· Have ideas that you can turn into practice.

· Ability to self-review effectively and set appropriate targets.
· To build good working relationships with relevant internal and external contacts.
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