
Person Specification

	Post:
	Senior Examinations Administrator (Second in Department)

	Responsible to:
	Examinations Manager



	
	E: Essential
	D: Desirable
	

	Criteria
	E
	D
	Method of Assessment

	Formal Qualifications

	At least 5 GCSEs (grades A-C) or equivalent including English & Maths.
	
	
	Application/Interview

	Commitment to complete further exam training relevant to the role.
	
	
	Application/Interview

	Background & Experience

	Administering examinations including GCSE, A levels, BTECs, Functional Skills, T levels and university entrance examinations.
	
	
	Application/Interview

	To be fully cognisant with all JCQ regulations and the instructions for conducting examinations.
	
	
	Application/Interview

	Worked within an educational setting. 16-19 experience is desirable.
	
	
	Application

	Use of all Microsoft applications, including Excel, Word and Office 365, including the use of formulae.
	
	
	Application/Task

	Confident in use of databases and data inputting.
	
	
	Application/Task

	Proficient in uploading / downloading / moving assets
	
	
	Task

	Team leader / management experience
	
	
	Application/Interview

	Experience of using UNIT-e, Cedar and Canvas.
	
	
	Application/Interview

	Skills/Abilities & Personal Qualities

	Creative approach to problem solving.
	
	
	Application/Task

	Ability to motivate others to achieve common goals.
	
	
	Interview

	High standard of accuracy, with meticulous attention to detail.
	
	
	Application/Task

	Ability to prioritise workload and work to deadlines effectively. 
	
	
	Application/Interview

	Excellent written and oral communication skills with internal and external people at all levels.
	
	
	Application/Interview
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	Ability to work independently and as part of a team.
	
	
	Application/Interview

	A willingness to learn new skills and undertake training as necessary.
	
	
	Application

	Capacity to show initiative and take responsibility.
	
	
	Application/Interview
/Task

	Able to remain calm and good-humoured in a high pressured environment.
	
	
	Application/Interview

	Enthusiastic, with a positive ‘can do’ attitude.
	
	
	Interview

	Flexible approach to working patterns, including additional hours.
	
	
	Application/Interview
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