

PERSON SPECIFICATION
Exams Assistant

	Attributes
	Essential
	Desirable

	[bookmark: _heading=h.gjdgxs]Education and Qualifications
	English and Mathematics GCSE or equivalent                                                               
	Commitment to personal/professional development                                                               

	Knowledge and Experience
	High quality organisational and IT skills High level administrative skills 
A good working knowledge of Microsoft Office (Word & Excel in particular) 
Good written and oral skills 
	Willingness to undertake further training as required
Experience of Management Information Systems 
Experience and knowledge of schools exams administration and data management

	Skills and Ability
	Ability to remain calm and in control of a variety of situations, particularly when under pressure 
Ability to communicate effectively and, when required, confidentially with persons at all levels 
Ability to organise time and workload effectively 

	Knowledge and understanding of the data requirements of schools 

	Personal Characteristics
	Highly motivated and self-reliant 
Efficient manner when dealing with people Approachable
Good team player 
Flexibility
Knowledge, understanding and commitment to safeguarding and promoting the welfare of students

	



We will consider any reasonable adjustments under the terms of the Disability Discrimination Act (1995), to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.
The job-holder will ensure that Luton Borough Council’s policies are reflected in all aspects of his/her work, in particular those relating to:
[bookmark: _GoBack]1) Equal Opportunities
2) Health and Safety
3) Data Protection Act (1984 & 1998)
