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PERSON SPECIFICATION
	POST:
	Examinations Manager
	SCHOOL:
	Gosforth Academy
	

	FACTOR
	ESSENTIAL
	DESIRABLE
	MEANS OF ASSESSMENT

	1
SKILLS, KNOWLEDGE


AND APTITUDES


	· Excellent written and oral communication skills.

· Working knowledge of relevant polices and awareness of relevant Examinations legislation.

· Working knowledge of national/foundation stage curriculum and other relevant qualifications

· Able to work constructively as part of a team. 

· Effective organisation and time management skills

· Ability to maintain paper and electronic information systems
· Excellent IT skills
	
	Interview

Application form

Occupational tests

References



	2
QUALIFICATIONS AND


TRAINING

	· Good general standard of education to GCSE level or equivalent.
	· Professional qualification and/or training in relation to Examination Management in an educational environment
	Application form

Certificates

Interview



	3
EXPERIENCE


	· Experience of working in educational setting (e.g Academy or Higher Education Setting

· Experience of supervising/organising a small team


	· Experience of using SIMS 

· Awareness of GDPR and confidentiality
	Application form

Interview

References



	4
DISPOSITION


	· Able to work with minimal supervision.

· Able to respond effectively to problems.

· Good team worker with a flexible approach to work.

· Ability to form and maintain appropriate relationships and personal boundaries with students

· Ability to form and maintain positive working relationships with staff


	
	Occupational tests

Interview

References



	5
SPECIAL REQUIREMENTS


	· Satisfactory Enhanced Disclosure with the Disclosure and Barring Service

· Occupational Health Clearance.


	
	DBS Form

Interview
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