CONTEXT SHEET

	JOB FAMILY
	BUSINESS SUPPORT

	SECTION
	EXAMINATION & ASSESSMENT

	GRADE
	7

	What will your role be in addition to the duties in the Job Description?

	Responsible for an efficient administration of internal and external examinations within school. 
Will present proposals for examinations to all parties. 
To be responsible for ensuring that all exams run smoothly dealing with and overcoming any difficulties. 
Will lead in the development of assessment data system, and ensure through delegation the production of assessment data. 
Responsible for the supervision of the Business Support team (Examinations and Exams Invigilation).


	Specific duties?

	· Present proposals for school examination policy to the Core Team.

· Provide a structure and procedures for entering students for external examinations and tests.

· Communicate procedures to and work closely with staff, students and parents.

· Explain to staff and students the requirements of examinations, to avoid irregularities and to ensure that students can work in the best conditions that can be obtained.

· Provide information about, and catering for those students who need special consideration.  This involves liaison with the Pastoral Leaders and Learning Support Staff, as well as communication with students and parents.

· Ensure that all examinations run smoothly and that difficulties are met with ways of overcoming them that has as a priority the bests interests of students.  This will include matters such as requirements for special consideration, illnesses, absences, late arrivals and other unexpected situations.

· Organise the calendar of examinations and tests as laid down by Examinations Boards, the DfES and school policy. 

· Act as central receiver of the information from Examination Boards, the DfES, the LA and other bodies and ensure this information is circulated to Faculty and Subject Leaders of courses.

· Process examination results and prepare data for Prospectus.

· Provide statistical information concerning examinations and test entries and results as required by the Headteacher and by national statutory requirements.  Ensure the completion of accurate statistical returns of such information on behalf of the Headteacher.

· Provide and organise the timetable of Examinations and Tests (written, oral and practical) rooming them according to numbers and materials required, planning invigilation as necessary, and equipping rooms with required facilities.

· Organise with parents and students appeals against results in external examinations.

· Organise internal examinations as required for KS3 and KS4 with Pastoral Leaders and Faculty Leaders.
· Develop and present proposals for school assessment policies to the Core Team.

· Leading the development of student assessment data systems.

· Responsible for the day to day supervision of Business Support Staff (Examinations and Exam Invigilation) including the allocation of work.
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