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Person Specification
	Post 
	Exams Administrator
	Dept
	exams

	Grade
	Scale 4
	Ref No
	129-24


	Education / Training


	Criteria Essential (E)

Desirable (D)
	Measured By

Application (AP)

Interview (I)

Micro Teach (MT)

Presentation (P)

	GCSE Maths and English at grade 4/C or above or equivalent 
	E
	AP/I

	Relevant Experience


	
	

	Working in an office environment with proven ability to process high volumes of data accurately and promptly.
	E
	AP/I/

	Experience of working in an educational environment.
	D
	AP/I

	Experience of working within an Exams Department.
	D
	AP/I

	Managing own time and workload effectively.
	E
	AP/I/

	Proven experience of providing excellent customer care with the ability to maintain this during pressurised periods of work.
	D
	AP/I

	Experience of invigilating exams (online and paper-based).

	D
	AP/I

	Knowledge and experience of qualification administration.


	D
	AP/I

	Current or recent experience of using a College management information system.

	D
	AP/I

	Applying sensitivity and discretion in dealing with learners and their contacts.

	D
	AP/I

	Relevant Knowledge/ Skills & Aptitudes


	
	

	Good administrative and numeracy skills, including proven ability to work accurately to meet deadlines and targets under pressure.
	E
	AP/I

	The ability to communicate and interact with other people in a way that promotes cooperative relationships. 
	E
	AP/I

	Ability to work quickly and accurately with excellent attention to detail.
	E
	AP/I

	Ability to work effectively on your own as well as in a team, and to manage competing priorities and deadlines.
	E
	AP/I

	Good organisational and time management skills.
	E
	AP/I

	Proven knowledge of Microsoft Office.
	E
	AP/I

	Demonstrable commitment to the highest standards of customer service.
	E
	AP/I

	Use initiative and judgement to resolve daily problems.
	E
	AP/I

	Flexibility and a capacity to adapt to the changing demands of the role including occasional out of hours working.
	E
	AP/I

	Organised approach to work in relation to file and record keeping.
	d
	AP/I

	Special Requirements


	
	

	Exercise confidentiality when dealing with individuals’ personal details and information.
	E
	AP/I

	Committed to the principles of valuing diversity and equal opportunities.
	E
	AP/I

	Bolton College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all its staff and volunteers to share this commitment.
	E
	AP/I

	The ability to work in multiple academic years, to forward plan and be aware of the impacts.
	E
	AP/I

	Commitment to the principles of valuing diversity and equal opportunities.
	D
	AP/I


