Job description

Title:  Examination Officer
Line Manager:  Assistant Head

Hours: 36.5 hours per week, the usual working hours will be from 8.30 – 4.30/5.00 Monday to Friday with an hour for lunch (however there is the expectation that additional hours will be worked during the summer examination period, there is some flexibility required).
This post is formally a term-time only post. Due to the need to be in school for the final 3 weeks of August, the post-holder will be allowed to agree 3 weeks holiday in term time. These will be in consultation with the Line Manager and take account of the demands of the various examinations and administrative work during the year. 
1. To take responsibility for administration of entrance examination including to:

· liaise with Admissions Office at the K.E. Foundation Office with regards to entries.

· lead in recruiting, training and organising invigilation team for entrance examination.

· brief staff in relation to the requirements for the entrance exam.

· manage all arrangements for the entrance examination; the majority of which will take place during August.

2. To manage the school’s public examination system.

This will require the post holder to:

· keep abreast of regulations and changes in regulations re examination procedures, and enact and disseminate these to staff, students and parents as required.

· working with the Senior Leadership Team, to recruit, train and manage the team of external invigilators and staff to ensure full and appropriate invigilation of all internal and external examinations, as required, throughout the year.

· organise all related processes including timetables for invigilators, payment, cover for absence etc.

· work with the Assistant Head to organise invigilators and rooms for all external examinations.

· supervise setting up of examination rooms so that they meet examination requirements, devise seating plans and maintain attendance registers.

· maintain and develop appropriate record systems and effective communication strategies.

· manage all external examination entries and establish with staff requirements for external examination entries including GCSE, AS, A level, university entrance tests and resits and transmit entries to the examination boards.

· check entry lists are accurate with staff and candidates and make amendments as required.

· work with the appropriate Head of Year to distribute examination timetables to staff and students, and ensure candidates are fully briefed as to the examination arrangements.

· organise supervision of clash candidates.

· request estimated grades and coursework mark sheets from appropriate staff and return data as required to examination boards.

· receive and check all examination materials, store securely and resolve any problems.

· issue appropriate materials for each examination.

· liaise with staff to organise oral and practical examinations.

· work with the Inclusion Coordinator throughout the year to ensure appropriate Access arrangements are in place.

· manage and submit appeals for Access Arrangements and Special Consideration.

· collate and pack scripts and associated paperwork for examination boards.

· manage special requirements and arrangements for private candidates and procedures for late or absent candidates or those suspected of irregular conduct.

· download results information and manage dissemination of results to staff and students in liaison with the Data Manager ensuring effective utilisation of SIMS and SISRA etc
· be present for all administration related to public examination results including the last 3 weeks of August.
· liaise with examination boards regarding queries.

· manage requests for review of marking, appeals and for photocopied or returned scripts.

· manage the Examination budget.

· receive and distribute certificates.

· assist in the process and preparation for speech days and distribution of awards and prizes.

3. To manage the school’s internal examination system.

This will require the post holder to:

· work with the Assistant Head to ensure the correct number and length of exams are set at the appropriate times of year.

· work with the Assistant Head to arrange the timetables, rooms and invigilation as needed for school examinations including any cover as required.
· disseminate timetables to staff and students, ensuring appropriate instructions are provided and that the rooms are set up appropriately.

· organise supervision of clash candidates for school exams.
· ensure that SL deliver appropriately labelled school examination papers to the staff room prior to their use, including instructions for their return to subjects.
· liaise with staff to organise oral and practical examinations.

· work with the Inclusion Coordinator to arrange additional rooming for candidates requiring access arrangements for school examinations.
4. To take responsibility for in-year admissions examinations

This will require the post holder to:

· liaise with the Office Manager to set a date for any exams needed.

· liaise with SL to arrange for appropriate papers and marking thereof.

· arrange rooms and invigilation as required.
· collate marks from Subjects and provide information to the Headteacher to make offers as appropriate.

When there are no examinations taking place, there may also be a requirement to provide additional administrative support for the school.

Salary and Conditions:

To participate in appraisal and review arrangements. The job description should be read in conjunction with the contract issued on appointment by the Academy Trust.  National scale 15-17: £20,037-£20,846 term-time only, depending on experience.
Person specification:  Examination Officer
	Essential Experience
	Desirable

	Experience:

Experience of working in an Administrative/

Office environment using a variety of Information Management systems
	Previous experience of school
Experience of administering exams to the JCQ guidelines

	Qualifications:

Good level of general education
	

	Skills and aptitudes:

· general administrative skills

· ability to work under pressure as part of a team
· ability to present information effectively

· ability to work on own initiative and with colleagues
· ability to understand the range and type of qualifications available

· ability to manage a team of invigilators

· ability to work with staff to co-ordinate information

· ability to meet deadlines

· ability to accurately enter data using ICT based systems
	Trained in using various MIS school software packages



	Personal details:

· evidence of professional integrity

· strong interpersonal skills

· flexible approach to work and routines

· excellent health and work record

· commitment to and belief in equal opportunities and equal values for all students

· ability to use effective verbal, written and interpersonal skills to communicate confidently at all levels, whilst maintaining good working relationships with a diverse range of people.

· ability to think strategically and work collaboratively

· ability to prioritise and make decisions
	Keen to develop skills and undertake further professional training.


