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Job Description

Job Title: 


Examinations Officer
Lines of Accountability:
Line Management of this post will be the responsibility of the 





Administration Manager
Conditions:


Scale 6 – SO1; point 26 - 31
37 hours per week; term-time plus 15 days
Date:



April 2018
Job Purpose:

To be responsible for the efficient and effective professional administration, organisation and management of internal and external examinations with the College; supporting our drive for all students to achieve the best possible outcomes. 
Principle Accountabilities:

Internal Examinations

· Collect departmental requirements for internal examinations for all years

· To co-ordinate all arrangements for internal examinations including mock examinations and CAT testing

· To arrange rooming, seating and invigilation for internal examinations

External Examinations

· Liaise with the Heads of Department for confirmation of Examining Bodies, syllabus title and codes, in order to update the school MIS with QANs as required

· Organise and check that candidates are entered for the appropriate examinations 

· Organise entries, timetable and seating plans for all venues, liaising with the site staff as necessary

· Liaising with candidates and office staff regarding payments of entries where required and collect fees from private candidates

· Distribute and disseminate communication from Examination Boards – regulations, INSET materials, syllabus availability, fees, provisional and final timetables etc.
· Special Arrangements and Special Considerations – collect recommendations from the SENCO and make application to the Boards

· Examination entries – ensure correct syllabus, tier and modules are entered using SIMS Examination Modules 

· Set deadlines for examination amendments and send Entry Amendment files to the Boards 

· Distribute board coursework forms to Heads of Department and return to Board/Moderator by due date

· Arrange moderators’ visits in liaison with Heads of Department

· Examination Clash control –resolve any examination clashes and ensure students affected know procedure and supervision has been arranged.

· Print and distribute individual student timetables, Statement of Entry and individual Warning to Candidates Notices

· Examination letters to parents regarding arrangements in case of adverse weather conditions

· Collect fees for modular examination re-sits

· Construct examination packages with papers and correct stationery

· To liaise with appropriate staff to oversee students’ entry, exit and conduct during external examinations including the starting of examinations

· Ensure invigilation rules and procedures are adhered to and correct notices displayed

· To be responsible for the conduct of the Public examinations including: 

1) Receiving and checking question papers and housing the same in a safe place so that confidentiality is safeguarded

2) Ensuring that students are made aware of and understand the codes of conduct

3) Ensuring that rooms are properly set out , that clocks and the necessary stationery are available and that notices are placed (and collected)
4) Overseeing the production of invigilation rotas and ensuring that invigilating staff are aware of the proper procedures for invigilation 
5) Completion of examination registers

6) Arranging for scripts to be collected, collated and dispatched and that attendance registers are accurately kept

7) Liaising with the Inclusion Department to ensure that due regard is given to students with additional needs and special access arrangements

8) Implementing policy about special arrangements  

· Despatch of exam papers and registers to examiners

· Print and distribute results

· Administer re-marks and reports

· Dissemination of results to Senior Leadership Team, Head of Year, Heads of Departments and Governors, as directed
· Providing information for the school prospectus, newspapers and league tables

· Checking and distribution of certificates
Invigilators

· Recruitment of external invigilators

· Organise and arrange invigilators for external and internal examinations

· Submit and record invigilators timesheets

· Produce and keep updated an invigilators handbook

· In liaison with the Senior Leadership Team, lead training for invigilators as and when required

CATS Tests

· Administration of the CATS tests for Year 7 students in line with school procedures

· Organising the marking of the tests

· Organise results, dissemination and entry onto SIMS

University Admissions Tests

· Enter students for University admissions tests.

· Arrange rooming, invigilators and despatch of papers

Additional Responsibilities 

· To liaise with the Data Team to enable the analysis of all examination results

· To manage and monitor the examinations budget
· To be available in College for up to two weeks during August, coinciding with the release of GCSE and A Level results

· To support with the development of relevant policies

· To ensure compliance with all Health & Safety procedures and policies as set within the College framework

· To contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to Child Protection Procedures

· To always maintain confidentiality and discretion

· To attend meetings and other College events as appropriate

· To work as part of the College’s support staff team and to provide support to and back-up cover for other team members as appropriate
· To pursue professional skills and personal development 

· To be aware of and support the policies and procedures of Christ the King College

· To work in sympathy with the ethos and aims of Christ the King College
· To undertake any other duties reasonably directed by the Principal

Conditions of Service:

The conditions of service applicable to this post are those associated with NJC Clerical Workers.

The College has a non-smoking policy.

The normal working hours are from 8.30am to 4.30pm (Monday to Thursday) and 8.30am – 4.00pm (Friday), allowing for a 30 minute lunch break. The post holder should be able to arrange working hours flexibly if necessary, eg to attend team meetings, parent evenings, etc. This will be essential during examination periods. 
