
Responsible to:
Vice Principal
Responsible for:

Invigilators
Salary:

                    Range 6, Point 18 - £28,200
Contract Type:
Permanent


Contracted Weeks:
42 Weeks
Contracted Hours:
36 Hours per Week 
JOB OVERVIEW

· To ensure the efficient and effective organisation and administration of all aspects of the academy’s external and internal examinations processes
· To manage the smooth running of examination sessions, including effective and appropriate training and deployment of examination invigilators

· To ensure all exam arrangements, policies and procedures are current and fully compliant with awarding body regulatory requirements and good practice guidance.
1. Key Responsibilities:
· To be responsible for the efficient and effective administration and oversight of all arrangements relating to external and internal examinations and assessments
· To manage all practical arrangements for the efficient provision of examinations and assessments, including: producing exam schedules, revision schedules, booking rooms, overseeing access/scribe arrangements, producing seating plans, organising supervision and providing relevant information to staff, students and parents

· To liaise with senior staff and subject leaders to ensure appropriate timetabling and invigilation arrangements are in place for the academy’s internal examinations/assessments, including mocks

· To undertake, with support from senior staff, briefings to students to communicate expectations, support good behaviour and conduct during exams, ensure students are appropriately prepared and, to issue exam timetables and guidance information
· To ensure that all practice is current and fully compliant with JCQ regulations 

· To be responsible for the timely and accurate preparation and submission of entries to exam boards and the collection and submission of other information as required within given deadlines
· To manage the SIMS Exam Module and liaise with subject leaders to ensure accuracy and completeness of data

· To ensure staff are fully aware of changes to exam board requirements as appropriate and exemplify good practice in all practices, procedures and arrangements
· To agree with the Vice Principal (Academic) an annual programme of external and internal examinations to be undertaken at the appropriate times of the year 

· To advise on Special Consideration regulations and oversee applications and access arrangements for Special Consideration, liaising with the SENCO, Heads of Department and Senior Leaders as appropriate

· To be responsible for the recruitment, induction, training, deployment and day-to-day management of invigilators and quality assurance of provision
· To ensure invigilators and invigilation processes are fully compliant with safeguarding requirements

· To ensure relevant policies and written procedures are produced, communicated as appropriate and reflect current requirements

· To manage all JCQ inspections and action recommendations arising from inspections

· To be available to staff, students and parents throughout term time, examination and results (August) periods  and provide assistance to resolve queries, issue results and process entries, including re-sits, re-marks and script requests, in line with academy policy
· To advise senior staff on awarding body regulations on appeals
· To arrange for timely and efficient downloading of results. 
· To determine an annual budget plan in advance, in discussion with the Principal, projecting costs for the forthcoming academic year and to monitor and control examination budget expenditure, including expenditure on invigilation, to ensure the efficient and effective deployment of resources 
· To ensure that all paper-based and electronic records and papers are stored correctly and securely, are despatched as appropriate, archived for the relevant period of time and disposed of in the correct manner

2. Other Duties and Accountabilities

· To work co-operatively with support teams and provide assistance as necessary to all parents, students, staff, governors and other relevant stakeholders, in a professional and efficient manner
· To undertake such training as is necessary to operate the academy systems effectively and ensure that academy procedures are adhered to
· To be aware of and comply with policies and procedures relating to inclusion, child protection, health and safety and security, confidentiality and data protection, reporting all concerns to the Principal and/or relevant member of the Senior Leadership Team
· To ensure compliance with your responsibilities as laid out in the academy’s Equal Opportunity Policy and take an active role in promoting equality and diversity
· To work co-operatively and support the academy’s Professional Review System and commit to your own continued professional development
· To promote the academy's ethos and support our commitment to providing a caring and stimulating environment, and improving standards for all students within the academy
· Maintain an up to date Examinations Display Board for student and staff reference.

· To undertake all other reasonable duties as requested by the Principal.



	Person Specification

Examinations Officer

	


	Education, Experience and Knowledge
	Essential
	Desirable

	5 or more GCSE Grade C or equivalent including English and mathematics
	(
	

	Relevant qualification or evidence of training
	(
	

	Experience of working in a similar role 
	(
	

	Experience/Knowledge of school public and internal exam practices, procedures and requirements
	(
	

	Experience of maintaining electronic and paper-based database systems 
	(
	

	Evidence of working with or knowledge of School Information Management System  (SIMS) software
	
	(


	Attributes
	Essential
	Desirable

	Excellent communication, organisational & interpersonal skills 
	(
	

	Excellent ICT skills – including a sound knowledge of databases systems and Office – Excel, Word, Outlook
	(
	

	Able to work independently and, at the same time, understand the value of team work
	(
	

	Able to be flexible, use own initiative and work proactively to problem solve
	(
	

	Able to work to tight deadlines to a high professional standard, with a focus on detail and accuracy
	(
	

	Able to quickly establish positive working relationships with staff and other individuals, from within and outside the academy
	(
	

	Able to deal with students in a confident and sensitive manner
	(
	

	Able to make decisions and use initiative on a daily basis whilst understanding when to consult or defer to others
	(
	

	Able to remain calm when under pressure, maintain a good sense of humour and a positive attitude 
	(
	

	Able to plan and prioritise own workload, dealing with changing and conflicting demands effectively
	(
	

	Able to be a good role model to young people – demonstrate and promote positive values, attitudes and behaviour, and maintain a high standard of professionalism
	(
	

	Approach duties with enthusiasm, energy and commitment
	(
	

	Commitment to the academy ethos and the students we serve
	(
	

	Commitment to safeguarding & promoting the welfare of children and young people
	(
	

	Willingness to undertake additional training, keep up-to-date with changes and developments in good practice
	(
	

	Awareness of and adherence to relevant regulations and legislation, data protection and safeguarding requirements, and a commitment to equality of opportunity
	(
	

	Excellent punctuality and professional conduct
	(
	

	List 99/DBS Disclosure
	
	(


JOB DESCRIPTION AND PERSON SPECIFICATION





Examinations Officer








Whilst every effort has been made to explain the accountabilities and responsibilities for this post, each individual task may not be identified.


Employees are expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job profile.


This job description is current but, following consultation with you, may be changed by the Principal to reflect or anticipate changes in the post which are commensurate with the salary and job title.














