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JOB DESCRIPTION
Job Title:

Examinations Officer  




Examinations Officer – 30 hours per week, flexibility depending on time of year.
Term Time, 34 weeks + 10 days to be worked during exam results in school holidays.
Salary: Depending on experience
The Role: 
We are seeking to appoint an Examinations Officer to oversee all aspects of examinations management within the school. The post holder will have good administrative skills, computer literacy and be highly efficient and organised. They will be articulate & able to deal sensitively with a variety of situations with teachers, examination invigilators, pupils, parents and examination board representatives. The ability to be clear and assertive whilst remaining calm, composed, tactful and flexible is essential. 
It is expected that the post holder will be available to work during the summer holidays, particularly in August, in order to process examination results when they come in. 
Main Duties:
· The administration of all internal (mock), external examinations and BTEC examinations, and other exams which teachers are not required to invigilate, at all key stages.
· Entering students identified by teaching staff for external examinations using appropriate ICT systems and approved private entries.
· Providing information on examinations in an appropriate format for students, parents and staff and dealing with security issues surrounding timetable clashes and the close supervision of affected students.
· Collating entries and estimated grades for external examinations and communicating the required information to the examination boards.
· Managing the administrative requirements of coursework.
· Liaising with appropriate school staff over examination entries, including access for students with particular special needs and ‘special consideration’ applications as required by examination board regulations.
· Gathering evidence from teachers to support Special Access Arrangements (SAAs).
· Ensuring all SAA applications and Data Protection forms have been signed.

· Making applications to the exam boards for candidates requiring SAAs.

· Calculating the cost of SAAs for each individual candidate.

· Procuring permission from parents to add the cost of SAAs to their bills.

· Supplying the bursary with details of all costs relating to exams inc. exam fees, registrations, SAAs, grade reviews etc.

· Checking invoices relating to examinations in collaboration with the school’s Bursary Team.

· Liaising with examination boards and other external agencies as required.
· Recruiting, training and managing a team of external invigilators, readers and scribes.
· Manage the receipt of examination results and to perform full support during the summer on result’s days and afterwards to provide post exams provision including managing post-exam queries ie remarks and complaints etc
· Responsible for the distribution of results and certificates, checking accuracy of personal details and grades issued.
· Administering requests for grade reviews, re-marking, return of scripts and complaints for processing by exam boards.
· Liaising with teaching and support staff, including maintenance, regarding the furnishing of appropriate venues for the conduct of examinations.
· Other clerical and administrative duties relating to the role of exams officer, in particular, the secure storage and dispatch of examination materials as required by examination boards regulations.
· Supervising the safe use and storage of the exam dept. word processors, and organising their maintenance and/or replacement with the IT department.

· Preparing USB sticks and cover sheets for all candidates using word processors.

· Acquiring and providing ad-hoc information as required 
· Undertaking any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.
Generic Accountabilities

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  The duties outlined above are not intended as a restrictive list and may be extended or altered to include other tasks that are commensurate with the role. 
Safeguarding Children

In accordance with the school’s commitment to adhere to the Department for Education’s Keeping Children Safe in Education and all other relevant guidance and legislation in respect of safeguarding children, the Payroll Administrator will be required to demonstrate your commitment to promoting and safeguarding the welfare of children and young people in the school.

Confidentiality

During the course of employment the Exams Officer you will have access to information of a confidential nature. Under no circumstances may this information be divulged or passed on to any unauthorised person or organisation.

Data Protection
During the course of employment, the Exams Officer you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 1984 and properly applied to pupil, staff and school business/information.

Hours of Work
The designated hours will generally fall within Monday to Friday 8.15am – 4.15pm, with 30 minutes for lunch. However, during exam and results periods, earlier attendance may be required.
Holidays


All holiday must be taken during the school’s holiday or in agreement with the Head Teacher, with up to 10 days being worked during exam result periods.  
Benefits 
Free onsite parking

Lunch provided in term time and during periods of lets during holidays 

Employer pension scheme contribution – 2%
PERSON SPECIFICATION

Person Specification 

	
	Essential
	Desirable

	Qualifications
	( educated to A Level standard  or equivalent with a minimum 5 GCSE’s grade A*-C including English and Maths
	

	Experience
	( administration role 
	( previous experience of working in a school

	Skills and Knowledge 
	( strong IT skills, especially excel 

( excellent inter-personal skills with the ability to communicate effectively with a variety of people 

( accuracy and attention to detail 

( excellent organiser 

( confidentiality 

( effective time management/prioritising

( excellent telephone manner

( ability to manage multiple tasks and deadlines

( discretion, tact and confidentiality 
	( experience in the School’s database, SIMS (Schools Information Management Systems).

( previous role in similar field. 



