PERSON SPECIFICATION

Post Title: Exam Access Arrangements Co-ordinator
Department: INSPIRE SEND Support
Reporting to: INSPIRE Team Leader

Qualifications & Training
Essential:

e GCSE (or equivalent) in English and Maths at grade C/4 or above
Desirable:

e Exam Access Arrangements Co-ordination qualification or other relevant CPD

Experience and skills

Essential:
o Fast accurate skills using Office applications, Excel and Outlook.
e Administrative experience

¢ Demonstrable experience of running or co-ordinating a specific process and
working autonomously

¢ Able to work within regulations or guidance

o Stronginterpersonal skills, building effective relationships with learners, staff,
and external professionals

¢ Experience of dealing with queries and resolving problems
o Excellent communication and customer service skills.
e Ability to multitask
e« To monitor, track, evaluate and report on data
e Able to deliver training to staff
Desirable:

¢ Experience in a Further Education setting and/or working with young people
between ages of 16-22

o Experience of developing or working with systems and data



Other Requirements
¢ Commitment to inclusion, safeguarding and promoting the welfare of learners

 Willingness to work flexibly and contribute to cross-college activities, including
events and training



