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JOB TITLE:	Examinations Officer
		Kent Range 5

ACCOUNTABLE TO:	Senior Deputy Headteacher		

JOB PURPOSE: 	To provide support for examinations administration

HOURS: 		32.5 Hours per week (half an hour for lunch) term time only, plus 5 staff training days and 5 additional days to be worked in August, as directed by the Senior Deputy Headteacher. Any further additional hours to be agreed in discussion with Senior Deputy Headteacher.
KEY RESPONSIBILITIES
Examinations
· Liaise with appropriate staff to ensure that all pupils are entered on the correct courses and for the correct examinations and update as appropriate, including internal sessions
· Create and disseminate all examination timetables and seating plans for all internal and external sessions, ensuring pupils are aware of which examinations they should be in and liaising with Main Reception/ICT to inform parents by text/email/website
· Ensure attendance and entry records are kept for examinations
· Liaise with Site Staff, SENCO and Tydeman Centre, to ensure all requirements for pupils are met, apply for special consideration and access arrangements are required and ensure support is available for pupils during examinations
· Liaise with the HR Department to ensure all invigilator DBS checks are up to date and deliver training where appropriate
· Make arrangements for the secure storage and timely posting of all examination materials, including liaising with Subject Leaders where appropriate
Administration
· Responsible for the administration of School Census
· Provide invigilation if required
· Purchase of any materials required for examinations
· Ensure examinations schedule is up to date on school calendar and website
· Manage the administration of reporting to parents for KS5 pupils
· Provide administrative support to the Data Manager for CATs testing
· Provide administration for CPD activities as directed by the Senior Deputy Headteacher
· Take part in training and meetings as required
·  Be aware of and comply with all school policies
· Support with any other administrative duties as necessary to ensure the smooth running of the school 


Health & Safety
· To promote and comply with the school’s policies on Equal Opportunities and Health and Safety both in the delivery of services and the treatment of others

Safeguarding
The Malling School is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. All staff are to have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by The Malling School. Any safeguarding or child protection issues must be acted upon immediately by informing the Designated Child Protection Officer. 
This job description reflects the policies agreed by the Governors. The duties, responsibilities and accountabilities highlighted in this job description are indicative and may vary over time. This job description will be reviewed regularly and is an integral part of the appraisal and line management process. 


Signed……………………………………………………………..  date……………………….

Signed……………………………………………………………..  date…………………………
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