	Job Description



	Department:


	Registry


	Post Title:
Hours of work

Salary

Holiday Entitlement

Responsible to
Responsible for

Appraisal
	Senior Exams Officer & Assistant Registrar
8:30 am to 6:30 pm (Flexibility in start and finish time during exam periods is expected and hours are relaxed to 9:00 am to 5 pm outside of term time where possible) 
Up to £35,000
40 days excluding Bank Holidays per annum
Vice Principal (Operations)
Academic Administrator
Vice Principal (Operations) and Principal


	
	

	Main duties and  responsibilities:
	· Student welfare: Promoting and safeguarding the welfare of the students for who you are responsible and with whom you come into contact with.

· Running of public examinations: 
· Creating examination entries,

· Co-ordinating submission and moderation of coursework

· Recruitment and Management of examination staff 

· Overseeing the collection of exam fees

· Ensuring the implementation of special arrangements for students with special educational needs

· Facilitating communication to Students and Parents regarding examinations

· Supporting the Vice Principal (Academic) with the auditing of MPW’s exam results
· Compliance:

· Ensuring the procedures required by Awarding Bodies for the conduct of examinations and subsequent release of exam results are followed

· Ensuring safe storage of examination materials
· Keep up to date with changing legislation and regulations

· Maintain links with external academic bodies including examination boards and universities and with professional associations such the ISA.

· Timetabling:
· Assisting with the construction of the college’s main timetable (ensuring individual requirements are met for teachers and students)

· Ensuring the main timetable is kept up to date;

· Timetabling of mock examinations and weekly timed assignments.
· Committee servicing: assist with the production and circulation of meeting agendas and minutes, writing briefing documents, compilation and presentation of management data.
· Liaison with external bodies: maintaining links with external academic bodies including examination boards and universities and with professional associations such the ISA.
· Deputisation: carry out the duties of Registrar in the event they are away from college
· General: Support Senior Members of staff in ensuring the day-to-day activities of the college run smoothly.
· Including assisting in the production and circulation of meeting agendas and minutes, creation of briefing documents, compilation and presentation of management data. 

You may also be required to undertake such other comparable duties as the Principal requires from time to time. 




	Person Specification


	
	Essential

	Desirable


	Method of 
assessment

	Qualifications
	
	· Honours graduate
· PGCE or other suitable teaching qualification

	Production of the Applicant’s certificates

	Experience:
	· Familiarity with procedures for running public examinations

· Compilation and presentation of data to varying stakeholders
· Record Keeping

	· Project Management
· Servicing committees
· Administration in the context of a school
· Management of staff


	Contents of the Application Form
Interview

Professional references

	Skills
	· Ability to learn and use new database packages
· Excellent communication skills: oral and written
· Excellent attention to detail
· Excellent analytical and problem solving skills 
· Capacity to work efficiently in order to meet tight deadlines

	· Knowledge of  database creation using Access
· Knowledge of CMIS Facility

	Contents of the Application Form

Interview

Professional references

	Knowledge
	· Familiarity with GCSE and A level examination
· High level of IT competence to include good knowledge of  MS Word and Excel 

	· Awareness of likely future developments at Key Stage 4 and post-16 levels
· Awareness of university entrance procedures and criteria
	Contents of the Application Form

Interview

Professional references

	Personal competencies and qualities
	· Ability to deal with sensitive and confidential information appropriately
· Ability to multi-task and delegate effectively
· Ability to work well as part of a team

· Good negotiating skills combined with tact and diplomacy
· Flexible, adaptable and forward thinking
· Friendly and helpful manner
	
	Contents of the Application Form

Interview

Professional references
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