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JOB DESCRIPTION
Job Title:
School’s Examinations Officer
Grade:





G1 -6
Term:



52 Weeks per year 
Responsible to:
Office Manager/Assistant Headteacher with responsibility for examinations
Direct Supervisory Responsibility:
Examination Invigilators
Important Functional Relationships:
Internal:  Headteacher, Senior Leadership Team, Curriculum Team Leaders, Teachers, Support Staff, Pupils.


External:  Examinations Boards and Regulatory Bodies, Governors, LEA representatives and advisers, other external agencies, parents/guardians.

Main Purpose of Job:

To organise and provide accurate administrative support in connection with the management of all internal and external examinations.  




Main Duties and Responsibilities:

1. To be responsible for processing entries to examination boards, ensuring all the necessary related information is provided.  To ensure examination entries are submitted in accordance with the timescales provided by the examination boards.  To manage internal Cognitive Ability Tests and Mock examinations.  To chase outstanding information where necessary.

2. To be responsible for the maintenance of syllabuses.  To be familiar with the different syllabuses, tests, modules and coursework requirements and ensure teachers are made aware of the examination and testing requirements as specified by the examination boards.

3. To liaise with teaching staff and to be responsible for ensuring pupils are correctly registered at the appropriate times with regard to forthcoming examinations.

4. To recruit and select invigilation personnel ensuring we have enough staff employed to cover all examination commitments. To supervise these invigilators in provision of timetabling, training, currency and briefing before examinations.

5. To supervise and manage support staff working within the area of examinations support.  To be responsible for ensuring such staff are fully aware of the recognised regulations, processes and timescales set by the examinations board with regard to administration and co-ordination of examinations.

6. To oversee the collection and dissemination of coursework and controlled assessment marks to examination boards.

7. To organise the timetable and invigilation programme for examinations, including liaison with external invigilators and correspondence with examination boards.  To ensure all regulations regarding invigilation are adhered to.

8. To brief invigilators prior to examinations and ensure invigilators remain fully aware of and adhere to the rules and regulations associated with the examinations as set by the examinations boards.

9. To prepare and provide information relating to examination timetables and arrangements for heads of departments, invigilating staff and for dissemination to students.

10. To be responsible for the organisation and security of examination papers.

11. To be responsible for the preparation and organisation of examination rooms, including arranging seating plans.

12.   To be responsible for ensuring through liaison with relevant staff that students with special needs have the necessary administration undertaken to allow their access arrangements to be applied for within the regulations of the examining authority. To liaise with Teaching Assistants to ensure all students with access arrangements are roomed correctly and have the necessary personnel to provide support.  To support the training of invigilators as necessary to assist Teaching Assistants in this role

13. To maintain all manual and computerised administration systems relating to examinations data.

14. To be responsible for the production of statistical returns in respect of examination results and data in liaison with the Data Manager.

15. To liaise and correspond with external examination bodies as appropriate.  To disseminate information from examination boards to Heads of Departments.

16. To process and distribute examination results. 

17. To undertake the overall responsibility for the organisation of the presentation evenings for Key Stage 4. Ensuring the appropriate communication and management necessary so students are adequately supported throughout the evening. 

18. To ensure accurate records are kept of missed/re-sit examinations and transfer that information to the finance department for invoicing

19. To organise certificates in a suitable format for presentation evenings.

20. To review the schools’ examination results and provide analysis and trends reports on results as required by the Headteacher and assist the Data Manager as required.
21. To ensure that an up to date link is maintained between the exams department and curriculum and assessment management to ensure all SIMS modules are linked and the exams function does not sit in isolation.

22. To be responsible for keeping up to date records of all candidate achievements within school and ensuring that information Is shared with the Data Manager and others for use in deeper analysis.

23. To operate and maintain an online examination system ensuring that regulations are adhered to, candidates are scheduled correctly and records are kept for certification purposes.

24. To be responsible for any data checks for Key Stage 4 and prepare business cases as required to present the findings to outside agencies.

25. To manage all appeals and special pleadings processes, through negotiation with examination boards.  To liaise with teaching staff and pupils with regard to appeals and special pleadings.

26. To manage the examinations budget, including ensuring appropriate spending of such funds, maintaining up-to-date financial records in respect of the examinations budget and providing financial information to the Headteacher, assistant headteacher responsible for examinations and Governors as required.

27. To negotiate with examination bodies on behalf of the school with respect to formal examinations processes, times of exams, paper delivery dates and any necessary variations to the instructions provided by the examination boards.

28. To be responsible for the scheduling of school’s examinations, including mock examinations, ensuring minimum disruption to lessons as possible and liaising with the school’s management team with regard to this timetable structure. To ensure the school’s compliance with all examination boards’ instructions and to meet the standards required by the moderation and assessment bodies.

29. To be responsible for researching new ways to improve the administration of the exams function and to keep up to date with the examinations’ authority regulations and the administration for all examination boards.  To liaise with teaching staff to ensure that these regulations are clearly understood and adhered to at all times.

30. To prepare for and be the contact for the school’s external moderation and assessment with regard to examinations. 

31. To liaise with outside educational establishments linked with the school to check student achievements reported by the provider are correct.

32. To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. County Council (Equal Opportunities Policy/Code of Conduct), national legislation (Health and Safety, Data Protection).

33. To maintain confidentiality of information acquired in the course of undertaking duties for the department.

34. To be responsible for your own continuing self-development, undertaking training as appropriate.

35. To undertake other duties appropriate to the grading of the post as required.

PERSON SPECIFICATION

Job Title:
Examinations Officer

	Attributes
	Essential
	Desirable
	How Identified

	Relevant Experience


	Substantive / relevant experience of working with children and young people.
Experience of data & information systems.
	Experience of administrative work in a school/college environment. 


	Application Form / Interview

	Education and Training


	Attainment of ‘A’ level qualifications or equivalent (as an alternative to qualifications, be able to demonstrate equivalent skills through work experience).

Attainment of GCSEs in Maths and English
	Attainment of level 3 qualifications or equivalent (eg: A levels, AVCE)
	Application Form

	Special Knowledge and Skills


	Experience of sole management of initiatives/projects including administration, processes and regulations. 

Excellent office business skills (Word/Excel).
Excellent organisational and communication skills. 


	Knowledge of examination administration, processes and regulations.

Good knowledge of presentation formats.  

	Application form / interview

Office Business skills test  

	Any additional factors


	Professional, methodical and with an attention to detail.
Ability to self-manage workloads and to work effectively within a team.

Discreet and confidential.

Enjoys working with young people.
	
	


