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JOB DESCRIPTION

	SCHOOL:
	All Hallows RC High School

	
	

	JOB DETAILS:
	

	Job Title:
	Examinations Officer/School Admin Support

	Grade:
	Grade 2C Scale 22-25 (£20,661 - £22,658) pro rata - term time only    

	Directly responsible to:
	School Business Manager 

	Hours of Duty:
	36 hours per week, (all year round/ term time +4)  

	
	

	Summary of Role:

	To manage the administration for internal and external examinations and ensure compliance with JCQ and Ofqual guidelines and regulations.  The post holder is required in school to administer the receipt and distribution of Examination Results during August.   To support the administration needs of the school. 

	
	

	Main Duties and Responsibilities/Accountabilities:

	The administration, control and processing of all examination procedures to ensure the smooth running of all examinations at KS3 and KS4. 

	1. 
	Inputting exam entries into the computerised system and submitting entries for external exams to awarding bodies in advance of deadlines and checking those deadlines.

	2. 
	Downloading base data from Examination Board’s websites into the appropriate examinations software.

	3. 
	Allocation and maintenance of candidate numbers and UCI numbers for the students.

	4. 
	Preparation of exam files – for all exams in use both internal and external during the academic year.

	5. 
	Collation of exam entries from Heads of Department for exam series throughout the year.

	6. 
	Provision of entry booklets to Heads of Department for exam series throughout the year.

	7. 
	Preparation of student examination handbook.

	8. 
	Liaising with the SENCO regarding candidates with SEN; applying to awarding bodies for special arrangements for such candidates

	9. 
	Providing safe custody of all examination related documentation, in accordance with regulations

	10. 
	Receipt of mark sheets and examiner information

	11. 
	Resolving exam clashes in accordance with regulations

	12. 
	To ensure efficient management of physical aspects of the examinations including the organisation of equipment, rooms and invigilators

	13. 
	Being present in school on the days when results are notified, downloading and overseeing the distribution of results to candidates. Producing analyses of exam results for the Headteacher as soon as practicable

	14. 
	Processing enquiries on results and requests for return of scripts

	15. 
	Produce and circulate / display seating plans and staff and student timetables for internal and external examinations

	16. 
	Coursework marks:  Input estimates and forecast grades; in conjunction with Heads of Department ensuring deadlines are met to provide estimated grades to Boards and moderation for all coursework subjects plus other estimated grades

	17. 
	Post exam scripts with proof of postage

	18. 
	To attend meetings as required to ensure the smooth running of the examinations

	19. 
	To undertake any necessary training

	20. 
	To support the general administration needs of the wider team, to include creation of presentations, secretarial and reception support when needed.

	21. 
	To assist with the administration of the schools Admissions Process

	22. 
	To undertake such additional duties as are reasonably commensurate with the level of this post.

	23. 
	To comply with the School’s Health and Safety Policy and associated safe working procedures and guidelines.

	24. 
	To comply with the School’s Comprehensive Equality Policy and to ensure that it is implemented within the service area of the post.

	25. 
	To comply with the School’s Data Protection Policy and Code of Practice within the service area of the post. 

	26. 
	To comply with the School’s Health and Safety Policy and associated safe working procedures and guidelines.

	27. 
	To comply with the School’s Comprehensive Equality Policy and to ensure that it is implemented within the service area of the post.


