Person Specification


Post:  Examination and Data Officer 
Scale:6
37 hours per week (plus TTO, TEDays and Two Weeks) 
	Attributes
	Essential
	Desirable



	Education/ Qualifications
	Knowledge of Microsoft Word and Excel 

A good, all round education

GCSE C or above English
Literate & numerate
	Further Education/Higher Education Qualifications


	Experience
	Experience using IT
Experience of managing and manipulating data

	Experience of working in a school

Knowledge of Bromcom computer software

Knowledge of maintaining databases, and maintaining websites etc
Examinations and the administration of the same 


	Skills & Abilities
	Highly developed ICT skills
Outstanding analytical thinking 
Excellent interpersonal skills with all colleagues
Able to prioritise and work on own initiative
Flexibility and ability to work as a member of a team
Ability to work under pressure and to tight deadlines
Good organisational and communication skills
Excellent telephone manner


	Able  to communicate with children of all abilities, staff, outside agencies and parents

	Motivation & Personality
	Fully support the Christian ethos of the College 
Sense of humour
Commitment to College and team objectives under the SDP
Enthusiasm


	

	Circumstances & Health
	A very good health, attendance and punctuality record.


	


