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The Cardinal Wiseman Catholic School
Examinations and Assessment Officer
Person Specification
    

.

	Job title:
	Examinations and Assessment Officer

	Salary and grade:

Hours:
	Grade 7 Term time + up to 10 days during summer break 

08.30-16.30 (35 hours a week)

It may be necessary to vary this pattern on certain occasions during the year. There will be a requirement for additional hours to be worked during the summer Exams season (Duration: 6 weeks). Additional hours will be paid. 



	Line manager:
	Curriculum Data Manager 

	Supervisory responsibility:
	None

	
	

	
	


Requirements: E (Essential), D (Desirable).
Qualifications/Training

1. NVQ 3 or equivalent qualification in relevant subject. (D)

2. English and Mathematics to grade C GCSE or equivalent (E)

3. Excellent communicator(E)

4. ICT skills, experience of using Microsoft Office and Databases (E)
Knowledge, Skills and Abilities
5. An understanding of who the main educational awarding bodies are in the UK and their general aims and methods. (E) 
6. A secure knowledge of the qualification system in the UK, specifically at Key Stages 4 and Key Stage 5.  (E) 

7. Communicating information – identifies and uses the most effective means of communication appropriate to the situation and the individuals involved. (E)
8. Self-management – manages own behaviour to achieve positive results(E)
9. Teamwork – is motivated to work together with others and in a variety of different team settings(E)
10. Staff Support – provides effective support to staff and is viewed as approachable, reliable and confidential(E)
11. Professionalism – sets and maintains high personal and professional standards(E)
12. Development and Training – learns from experience and strives to continually improve(E)
13. Innovation and improvement – supports the School in identifying new and better ways of providing the service to achieve organisational aims(E)
14. Highly competent use of ICT packages with a focus on databases(E)
15. Good keyboard skills(E)
16. Knowledge of relevant policies/codes of practice & awareness of relevant legislation relevant to the role(D)
17. Ability to manage and disseminate information in a range of different media (E)
18. Ability to keep accurate records (E)
19. Excellent organisational skills (E)
20. Ability to demonstrate a proactive approach and show initiative (E)
21. Excellent communication skills, both written and oral (E)
22. Financial management and ability to manage a budget (E)
23. Able to form and maintain professional relationships and boundaries with young people and adults (E)
Personal Qualities

24. Helpful and positive nature with a can do approach (E)
25. Ability to remain calm under pressure (E)
26. Highly organised and methodical (E)
27. Personable, approachable and courteous at all times (E)
28. Ability to be flexible and have an adaptable attitude to work and role when circumstances demand (E)
29. Energy, enthusiasm and resilience (E)
30. Understands the importance of confidentiality with high levels of integrity (E)
31. Excellent attention to detail (E)
Other

32. Ability to demonstrate an understanding of safeguarding responsibilities and have a full enhanced DBS disclosure (E)
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