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	JOB DESCRIPTION


Special Educational Needs and Disabilities / Exams Administrator
Full time  or 2 x Part-time and Term time

Job Purpose:
To provide a confidential, effective and efficient administration service for the College’s Additional Learning Support Department and to support eh Examinations Manager in managing all aspects of the examinations function in College.
Accountable to:
Additional Learning Support Curriculum Leader and Examinations Manager 
Key Responsibilities:

· To provide a confidential, effective and efficient administrative service liaising closely with the Additional Learning Support Curriculum Leader / Examinations Manager and other members of the team
· To support all administrative functions, for example booking initial, review and assessment appointments for students with members of the additional learning team via Outlook diaries; resource and stationery ordering; photocopying; typing resources/letters; maintaining records of equipment loans to students; room booking; maintain and update files and filing systems
· To support the administration, organisation and smooth running of internal/external examinations.

· Operation of a variety of computerised College information systems, for purposes such as data entry, maintaining records, data retrieval and running reports including ensuring up to date information regarding students with additional learning needs is disseminated to the wider college as necessary via tyber notes and email
· Assisting with record keeping and ensuring that data is accurate and that proper audit trails are maintained 

· Liaising with students, parents, college staff, suppliers and other external organisations as required including liaison with schools in regard to transition information of prospective students including examination access arrangements and student support needs
· Ensure students receive the necessary exam access arrangements and that all necessary evidence is available for inspection
· To support and provide effective cover for college functions.  This may require staff to work in other support areas within the College 
· To carry out risk assessments with students as necessary
· To assist with the provision of any other appropriate support e.g. Open Day, Information Evening, Invigilation, Examinations Results Days, Reception cover, Learning Centre cover, Staff Recruitment, inset days.  Plus other times as negotiated (e.g. UCAS deadlines) 
· Collate data into spreadsheets; use spreadsheets to extract and analyse data; upload information and produce reports in various databases and College systems such as Unit-e

· To issue and collect forms to/from Curriculum Leaders for the collation of information regarding estimated and actual examinations entries.

· Processing Post Result Services including collection of fees and issuing of refunds as       appropriate; checking and collating of exam certificates
· Assisting with the organisation of exam rooms and the preparation and checking of Exam timetables and dealing with clash students

· Assisting with arranging invigilation including recruitment and training

· Assisting with arrangements for the security and distribution of exam stationery and question papers

· retrieval of information from computerised examination system and the production of simple reports as required; assisting with the distribution and analysis of exam results

· Liaise with students, staff and other organisations face to face and via telephone
· To undertake appropriate professional development including adhering to the principal of performance management

· Be actively committed to the responsibilities of all Professional Services Staff set out in the generic job description attached
· To be committed to the safeguarding and promotion of the welfare of children and vulnerable adults
· To promote and comply with equality of opportunity as laid out in the College Equality and Diversity Policy
· To take part in the College Professional Development and Performance Review Scheme
· To attend appropriate team and College wide meetings and briefing sessions
· Responsible for Health and Safety within areas of own responsibility as laid out in the College Health and Safety Policy
Duties and responsibilities vary from time to time and the post holder will be expected to perform other such duties which are reasonably comparable.

The information given within the Job Description is intended to provide the postholder, and College managers, with an understanding and appreciation of the workload of this particular post and its role within The Sixth Form College, Solihull.

The Job Description outlines the main duties and responsibilities under broad headings.  It is not intended to specify every job activity or item in detail.

All College employees are expected to work flexibly to ensure that the responsibilities of their post are fulfilled efficiently and effectively according to the needs of the College and its students.

NB:

Job descriptions are subject to change because of the changing environment in which the College operates.  

All College employees are expected to work flexibly to ensure that the responsibilities of their post are fulfilled efficiently and effectively according to the needs of the College and its students.
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	PERSON SPECIFICATION


TITLE:
SEND / ADDITIONAL LEARNING / EXAMS ADMINISTRATOR
GRADE/SCALE:


	CRITERIA
	HOW ASSESSED*

	EDUCATION/TRAINING

Essential:
Good standard of general education (minimum 5 Grade C’s at GCSE, including Maths and English, or equivalent)

Desirable:
Level 3 qualification in office administration / secretarial / ICT; Exams Officers Level 3 BTEC Administration of External Examinations Certificate


	A

A

	RELEVANT EXPERIENCE

Essential:
Experience of working within a busy office environment and working to strict deadlines
Methodical approach to work with attention to detail.

Excellent communication skills, both oral and written.

Knowledge of Microsoft packages, ie. Excel, Access, Word.

Desirable:
Experience of examinations work. 

Experience of working in Education.
	A, I

IT

IT

IT

A

	SKILLS/APPTITUDES

Essential:
· Excellent computer skills including use of email, Word, Outlook and Access

· Excellent communication skills with a high level of confidentiality and discretion
· Accuracy and attention to detail
· Positive and friendly attitude

· Self-motivated and enthusiastic
· Flexible attitude to hours and times of work

· Confident telephone manner

Desirable:
· Understanding of special educational needs and disabilities in an educational environment 
· Understanding of Exam Access Arrangements systems and processes

	A, I

A, I

	OTHER REQUIREMENTS

Essential:
· commitment to equality and diversity, safeguarding, British Values and the College’s Preventing Vulnerability strategy 

· commitment to continued professional development

· commitment to equality of opportunity

	A, I

A, I

A, I
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	GENERIC JOB DESCRIPTION

Professional Services Staff


The following Generic Job Description is applicable to all Professional Services Staff and is designed to meet the needs of the College community.  It will be reviewed at least bi-annually.

Raising Standards of Achievement

· To work as a whole staff to raise standards of achievement for all our students.

· To adhere to the College’s policies and practice.

· To promote the College’s ethos in every aspect of the role presenting a positive image to the community.

· To act as a role model for our students, promoting our vision and values.

· To work flexibly to support the College’s needs; this may include the need to work beyond the confines of the normal working day, for which time off in lieu will be given in accordance with the College’s Time Off In Lieu Policy.

· To undertake any reasonable task as directed by the Principal.

· To be proactive in suggesting and supporting change for the benefit of the College community.

· To work outside the immediate role and team as necessary to ensure the smooth running of the College e.g. exam invigilation.

Our Students

· To be responsible for assisting with and monitoring the welfare, care and safety of students e.g. acting as a student mentor

· To take responsibility for reporting inappropriate student behaviour while on site to relevant staff and dealing with incidents if able, appropriate and necessary.

· To note, share and celebrate student achievement.

· To be aware of and work to achieving the College’s Strategic Priorities.

Support, Training and Professional Development

· To participate in Staff Briefings, Staff Meetings and whole College meetings as appropriate.

· To participate in whole College training and Staff Development Days as appropriate.

· To participate in the College’s Performance Management Programme.

· To make a full commitment to the delivery of the College’s policies for Health and Safety and Equality and Diversity.

· To actively promote Safeguarding, British Values, Prevent and the College’s Promoting Resilience: Preventing Vulnerability strategy.  

· To participate in professional development and training, cascade acquired skills and knowledge to colleagues and train individuals as appropriate.

· Training, support and assistance will be given, if and when needed, to help deal with student control and behaviour, coaching and other duties such as exam invigilation, accompanying trips, etc.
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