Hasmonean High School

JOB DESCRIPTION

Job Title:
Examinations Officer 
Responsible to:

                                                          Data Administrator 
Responsible for:
Management and administration of external examinations.  
Liaising with:

Senior Leadership Team, Directors of Learning,
Subject Leaders, SENCO, Educational Support Staff, Examination Boards, Validating Bodies

Working Time:
 20 hours (Flexi) per week Term Time plus 2 weeks.  .(NB: There will be times when you will not need to work 20 hours per week but there will also be times when you will need to work over 36 hours per week during public exams)
Disclosure Level:
Enhanced DBS
Duties:
As set out below 

Salary:



Scale SO1






NJC 29 - 31(FTE £27,801 - £29,223)






Actual salary (£13,428 - £14,257 (0.483%)

 
Core Purpose of the Examinations Officer
Main Duties:
To be responsible for the management and administration of external examinations. This will include: the day to day administration of all external examination matters, co-ordination, registration and monitoring of all external examination/assessment entries including SATs, CATs, GCSE, iGCSE and A-level, BTEC, OCR Nationals, City and Guilds and any other registration or entries that may be required from time to time, ensuring the orderly, efficient and effective conduct of external examinations, upholding the security of all examination materials, ensuring adherence to all examination regulations regarding the conduct of examinations including those of the NAA and school procedures, liaison with examination boards and validating bodies, ensuring the on-going safety and security  of all external examination papers, scripts, coursework etc., administration of external examination results on results days, prompt response to all external examination enquiries, compilation of examination data as required, and liaison with all stakeholders.
1. To  update SLT and staff about any changes in examination matters including specifications and all other developments.
2. To assist and support the Directors of Learning  and Subject Leaders in their preparation of their students for examination by ensuring they receive all the necessary documentation in a timely manner, that examination locations and arrangements are appropriate for their and the candidates’ needs, that they are fully informed of all examination arrangements and that they submit all the required documentation and information in a timely manner.
3. To assist the SLT, Directors of Learning and Subject Leaders in analysing examination results.
4. To assist, support and guide the educational support teams on examination matters.  

Other Duties
1. To assist with the effective recruitment and induction of new invigilators in line with School procedures.

2. To assist in promoting teamwork and motivating staff to ensure effective working relations.
3. To assist in the process of monitoring, and setting targets, within the area, and to work towards their achievement.
4. To assist with monitoring achievement and implementing interventions so that team members meet their targets.
5. To assist with the monitoring and evaluation of the area in line with agreed School procedures including evaluation against quality standards and performance criteria.
6. To undertake Performance Management Review(s) as required.
7. To liaise with the invigilators to make appropriate arrangements for examinations. 
8. To keep accurate and up to date records.
9. To oversee all invigilation rotas. 

10. To monitor and guide all invigilation teams in their duties.

11. To communicate effectively with students, staff, parents and all other stakeholders.

12.  To organise and manage all external examination arrangements including entries, results, and special arrangements. 

13. To ensure all examination deadlines are met.
14. To process all enquiries about examinations, including examination entries, results, special arrangements etc.

15. To use ICT effectively in the organisation and management of examinations.

16. To organise and manage the location of all examinations in line with the regulations on the conduct of examinations and school procedures.
17. To co-ordinate all administrative tasks including the collection and communication of examination data e.g, on entries, and results.
18. To organise and manage all internal examinations.
NOTES
This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.  

This job description is not necessarily a comprehensive definition of the post.  It will be reviewed at least once a year and it may be subject to modification or amendment at any time after consultation with the holder of the post.

The duties may be varied to meet the changing demands of the school at the reasonable discretion of the Executive Headteacher

This job description does not form part of the contract of employment.  It describes the way the post holder is expected and required to perform and complete the particular duties as set out in the foregoing.
L. Oskis September 2017
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