Egerton Rothesay School
Berkhamsted

PERSON SPECIFICATION
Examination Officer 
	AREA
	ESSENTIAL
	DESIRABLE

	Professional Development
	· Committed to own personal development.

	· Keeping up-to-date with JCQ regulations


	Experience
	· Previous examination process experience

	

	Knowledge
	· Familiar with JCQ regulations

	· Familiar with the ‘Helping Children Achieve More’ (Every Child Matters) Agenda.


	Administration Skills
	· Strong planning and organising skills with the ability to manage a varied workload 
·  Ability to manage competing demands and strong prioritising skills. 
· High level of attention to detail.  
· Fluent and accurate written and spoken English  
· Excellent ICT Skills 
· Highly organised and efficient  
· Able to communicate clearly and confidently with a variety of stakeholders 
·  Ability to work as part of a team and on your own initiative 

	

	Personal Qualities
	· Calm 
· Professional 
· Ability to work under pressure and maintain a calm demeanour 
· Well presented, self-motivated, enthusiastic and committed to supporting the school fully in this responsible position. 
· A proactive and strong team player who is happy to get involved  
· Be a person of integrity and initiative who is able to think ahead, prioritise and work accurately and flexibly without undue direction to deliver his/her outputs  
· Be flexible with working hours according to the needs of the role

	· A sense of humour


