Person Specification
Post Title: Exams and Accreditation Officer 
	Qualification
	Essential
	Desirable

	Internal Verification Award 
	
	√

	[bookmark: _GoBack]Experience
	
	

	Experience in a quality assurance/ internal verification environment relevant to the vocational subject area
	√
	

	Working knowledge of JCQ and Awarding Body exam processes and procedures 
	√
	

	Experience of preparing for EV, approval, monitoring and DCS visits
	√
	

	Experience of working with young people in an educational setting
	√
	

	Skills
	
	

	Highly organised with strong attention to detail and an ability to prioritise 
	√
	

	Excellent communication skills both oral and written and the ability to interpret and explain information to a wide range of people 
	√
	

	Good IT skills – working knowledge of databases, Word, Excel, Outlook, Explorer 
	√
	

	Keen eye for detail to maintain accurate record keeping 
	√
	

	Ability to make decisions and provide advice/information to others
	√
	

	Ability to work well as a team member, providing advice and feedback to other team members   
	√
	

	Ability to work under pressure, unsupervised  and meet deadlines
	√
	

	Understanding
	
	

	Understanding of  internal verification procedures and interpretation of criteria data
	√
	

	Understanding of systems and processes directed to ensure the maintenance of quality standards
	√
	

	Maintaining confidentiality
	√
	

	Personality
	
	

	Be flexible, energetic, positive and enthusiastic 
	√
	

	Confident communicator – able to relate well to people on all levels
	√
	

	“Can do” attitude to overcoming challenges
	√
	

	Committed to raising the standards of  the club
	√
	

	Willingness to contribute ideas to improve the overall efficiency and effectiveness of the organisation  
	√
	

	Committed to own personal development
	√
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Disclosure of Criminal Background
The Hunslet Club policy sets out the requirements for obtaining information from the Disclosure Barring Service  (DBS) to enable safe recruitment decisions to be made and to identify candidates and existing employees who may be unsuitable to come into contact with children.
Due to the character of all posts offered by the Club, an enhanced DBS check is required as part of the selection process. The Club will pay the Disclosure fee where applicable.
A detailed copy of the Club Policy for Disclosure of Criminal Background is available on request.
