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Ormiston Bolingbroke Academy

Job Description
	Job Title:    
	Examination and Data Officer

	Salary:    
	Dependent on experience

	Responsible to:
Hours: 
	Vice Principal
37 hours per week, full time. Must be in school for three weeks in August for exams results.


Core Purpose:
To be responsible for all aspects of the examination system including the accuracy of entries, the smooth running of examinations and publication of results. To provide clear, accurate information to support the staff in raising standards of student performance. To effectively and efficiently organise the Academy’s assessment, reporting and tracking systems.
Main Responsibilities:
Examinations

1. Being point of contact between the Academy and the Awarding Bodies and their moderators.

2. Arranging for the accurate entry of students for examinations in advance of deadlines.

3. Ensuring relevant staff e.g., Head of Subjects meet deadlines for collating coursework marks and forecast grades.

4. Publishing the examination timetable for staff, students and parents/carers.
5. Producing an examination pack for students including examination timetable, the student’s entries and information from Awarding Bodies.

6. Liaising with the SENCO regarding special arrangements for students with SEN, applying to Awarding Bodies for special arrangements for such candidates. 
7. To work alongside Inclusion Manager to ensure adequate provision for invigilation of SEN candidates.

8. Liaising with SLT Link regarding invigilation arrangements and arranging invigilation, including briefing and training invigilators in school procedures, taking responsibility for the management and supervision of invigilators.

9. Being present and available in school when results are notified, arranging for the examination results to be downloaded and for results to be distributed to students.

10. Processing enquires about results and requests for return of scripts and arranging for any remarking of scripts after results have been published.

11. Making arrangements for trial internal examinations, including the production of the timetable, rooming and invigilation.

12. Overseeing the checking and distribution of certificates. 
13. Checking DfE and other examination statistics as directed by SLT link before publication.

14. Disseminating information, answering enquiries and dealing with complaints regarding external examinations with staff, students and parents/carers.

15. Organising and providing safe custody of examination stationery and materials, including question papers, in accordance with regulations.
16. Managing Course Manager in SIMS to ensure student classes and course information is accurate.

17. Verify exam board invoices against information forwarded by the Academy
18. Organising rooms in accordance with regulations
Data

1. Produce statistical returns as required

2. Input, extract, sort and analyse data from a variety of sources

3. Prepare data reports for Senior Leadership Team

4. General administration as may be required from time to time to fulfil this role
Performance management 
Participating in the Academy’s arrangements for performance management, professional development and the Academy’s arrangements for quality assurance and internal verification. Keeping up to date with the requirements of the role, attending relevant training to ensure knowledge of latest procedures and regulations for external examinations.

Context
All staff are part of the whole Academy team. Each individual is required to support the values and ethos of the Academy and Academy priorities as defined in the Academy Improvement Plan. This will mean focusing on the needs of colleagues, parents and students and being flexible in a busy pressurised environment.

Due to the nature of this job, any offer of employment is subject to a satisfactory enhanced DBS clearance. Therefore, it is essential that in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and if so, for which offices. This post will be exempt from the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986. Therefore, applications are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act, and, in the event the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Academy. The fact a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.
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