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Person Specification – EHCP Administrator & Exam Officer



	Attributes
	Essential
	Preferred

	Education/Qualifications
	Educated to GCSE level or equivalent
Good standard of numeracy and literacy
	  GCSE grade 4 or equivalent in 
  Maths and English

	Experience
	Experience of administrative work in an educational setting.
Good IT skills including Microsoft Office 
Experience with exam procedures
	Experience of working in an educational setting
Experience with school management systems
Previous role working as Exam Officer

	Skills/Knowledge/ Aptitude
	Excellent organisational and time management skills.
Strong written and verbal communication skills.
Ability to manage sensitive and confidential information.
High level of accuracy and attention to detail.
Understanding of SEND processes and EHCP procedures.
Ability to work independently and collaboratively.


	  Experience of working with SEND 
  processes and EHCP procedures
  Experience of managing exam
  data

	Attitude
	Ability to prioritise workload and meet deadlines.
Willingness to undertake training
A compassionate, empathetic and caring nature
Treats others with courtesy and respect at all times
	

	Physical
	Ability to undertake all physical aspects of the post
	

	Other
	  Must demonstrate the ability to
  speak fluent English at a level
  appropriate to be able to carry out
  the duties of the post.
	Willingness to acquire First Aid Qualification
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