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Person Specification
POST TITLE:  Data, Assessment, Examinations and Health & Safety Manager
	
	Essential
	Desirable

	
Qualifications
	
· Grade A* - C, or equivalent, at GCSE or O Levels/CSE in English & Maths 
	
· Other Post 16 or Higher Education qualifications 


	
Experience
	
· Experience as working as an administrator

	
· Experience in working in a school environment
· Experience in working as an exams officer or data manager or health & safety

	
Ability/Skills
	
· Excellent ICT skills.
· Excellent organisational skills.
· Able to lead, manage a team of invigilators and cover supervisors.
· Able to create and facilitate invigilator training and briefing sessions
· Able to create and update exam policies in line with the JQC guidelines and regulations. 
· Able to communicate effectively, both written & orally.
· Able to develop and monitor school policy across your areas of responsibility.
· To have knowledge and understanding of current subject and educational issues relating to exams, curriculum and performance.
· Able to deal with sensitive and confidential information in order that GDPR rules are adhered to. 

	


	
Equal Opportunities
	
· Commitment to equal opportunities.
· Ability to promote and support the school’s Equality and Diversity Policy.

	

	
Disposition
	
· Ability to work hard with competing deadlines, prioritising appropriately and maintaining good humour.
· To be interested in children as individuals, in how they learn and be committed to the comprehensive ideal.
· To believe in the importance of team work and a collaborative approach and be able to build supportive working relationships with colleagues both within and outside the department.
· Evidence of commitment to and understanding of collective responsibility.
· Commitment to safeguarding and promoting the welfare of children and young people.
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