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	P E R S O N   S P E C I F I C A T I O N
E X A M S   O F F I C E R



	Skill/Attribute
	Essential
	Desirable
	Evidence

	Qualifications
	
	
	

	Level 2 English and Maths
	√
	
	Application Form/Documents

	A-Levels or equivalent experience
	√
	
	Application Form/Documents

	Knowledge
	
	
	

	IT systems  
	√
	
	Application Form/Interview

	School based MIS 
	
	√
	Application Form/Interview

	First Aid Certificate 
	
	√
	Application Form

	Data Protection 
	√
	
	Application Form/Interview

	Understanding of school operations 
	√
	
	Application Form/Interview

	Understanding of safeguarding principles
	√
	
	Application Form/Interview

	Understanding of JCQ regulations
	√
	
	Application Form/Interview

	Skills
	
	
	

	Excellent communication skills with an ability to provide clear instruction
	√
	
	Application Form/Interview

	Ability to train others (exam invigilators)
	√
	
	Application Form/Interview

	Organisation skills and ability to problem solve
	√
	
	Application Form/Interview

	Ability to mitigate against error with excellent attention to detail
	√
	
	Application Form/Interview

	Managing workload effectively 
	√
	
	Application Form/Interview

	Team work
	√
	
	Application Form/Interview

	Experience
	
	
	

	Working in an administration environment with responsibility for confidential data 
	√
	
	Application Form/Interview

	Experience working to strict deadlines and managing competing priorities
	√
	
	Application Form/Interview

	Working in a secondary school
	
	√
	Application Form/Interview

	Other
	
	
	

	Suitable to work with children
	√
	
	References/DBS
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