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PERSON SPECIFICATION

Job Title:
Examinations Assistant

	
	Essential
	Desirable

	Qualifications/Training
	· Minimum of 5 GCSEs; Maths and English A-C or equivalent


	· Educated to A level standard

	Knowledge/ Experience


	· Experience of entering data on to computerised databases

· Experience of working with confidential documentation and information

· Substantial administrative experience in an office based environment
	· Experience of using Microsoft Access
· Awareness of LSC funding methodology

· An understanding of curriculum from working in an education environment

· Knowledge of examination process through working experience



	Skills/Abilities
	· Good IT skills including the ability to manipulate data using Microsoft Excel and the use of Microsoft Word
· Excellent customer service skills

· Excellent written and verbal communication skills

· Excellent organisational skills through working experience

· Proven ability to work calmly and effectively over periods of high workload and/or customer demand

· Proven ability to meet deadlines

· Able to demonstrate good Microsoft Excel skills

· Ability to understand and work within laid down regulations

· Ability to demonstrate good skills in planning and organising own workload


	

	Special Requirements
	· Willingness to continuously update skills and knowledge
· Willingness to work to flexible working hours including some evenings and possibly some Saturdays as necessary
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