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	Job Description: 

Examinations Officer
Scale: 6
  

    
                                                                        Updated: Feb 2018


	Postholder reports to: 
Deputy Headteacher & Senior Admin Officer

Purpose of Job:
· To oversee all aspects of examinations management within the school ensuring that this is in line with current JCQ instructions. 

· To have responsibility for the management of examinations budget in conjunction with the Deputy Headteacher. 
· To work as an efficient and skilled administrator able to manage the complexities of the exam process and have the interpersonal/ communication skills needed to work well with students and staff at times of pressure
· To be responsible for the coordination and management of examination entries for all public external exams to the examinations boards. 

· To have responsibility for the recruitment and management of external exam invigilators. 

· To provide a full range of administrative support as directed.
Responsible for: A team of 10 plus Exam Invigilators. 
Hours of work: 36 hours per week, term time only 


Examination Role - Main duties and responsibilities
· To be responsible for examination entries for all public external exams to the examinations boards 
· To liaise with the Curriculum Leader and Key Stage 4 Raising Standards Leader with regard to the relevant examinations boards and syllabus studied to examination level, and process entries
· To liaise with relevant staff with regard to the relevant examinations boards and syllabus studied to examination level.  To establish the number of entries at each tier and to process entries, to include all modular exams taken throughout the year.

· To undertake an analysis of examination results, when the centre is notified, and to inform the Headteacher as soon as administratively possible, and provide analysis of examination results for the Senior Leadership Team.
· To develop, maintain, implement and adhere to an exams policy, re-sit policy and exam risk assessment for the school.

· To have responsibility for the exam budget.

· To sort out examination papers as they arrive, store in a secure room and ensure their security to JCQ rules. 

· To be responsible for the daily running of public examinations including practical’s and to inform the relevant staff about any arrangements that need to be made for furniture in examination rooms, room changes and staff required.
· To employ, establish, coordinate and manage a team of 10 or more exam invigilators, ensuring the effective and efficient training, retention, deployment and monitoring as the line manager 

· To ensure statutory procedures and recommendations relating to examinations from the DfE, Joint Council, NAA, exam boards and other relevant agencies are implemented and followed on a timely basis.

· In collaboration with the SENCo complete applications for Access Arrangements and Special Consideration, ensuring adequate arrangements within the school.
· To dispatch coursework materials to moderators/examiners.
· To organise the timetable for internal examinations, liaising with the Deputy Headteacher as necessary.

· To be available in mid-August and September for the publication of external examination results and the subsequent appeals process.
Administration Role - Key tasks and accountabilities
· To provide administrative support within the Student Services office as directed by the Senior Admin Officer.

· To assist at student services reception, dealing with queries, passing on messages as appropriate, taking in monies if necessary and receipting.

· To assist with staff reprographics requests, ensuring all MFDs are functional and ready for use throughout the school day, including contacting the suppliers and ordering toners, etc.

· Administer student services post, franking of all school post and ensuring post is ready for collection.
· To provide cover for Front of House as and when required.

· To answer all incoming calls, both internal and external, redirecting/taking messages as necessary and acting on instructions received.  To relay messages to staff and students.

· To deal with general day to day queries from staff, student and other visitors

· To word-process school documentation as requested.

· To undertake photocopying, filing and general office duties as required.

· To assist in the maintenance of the student detail database and other administrative functions relating to students.

· To assist with students requiring first aid or who are unwell.

· To act as First Aider for students covering the medical room, acting in accordance with school policies and procedures, and attending medical room as necessary.

· Administration for late / absent students as required including data input on SIMS and follow ups.

· To provide administration support for school trips, ie liaising with trip co-ordinators, arranging transport, class lists, permissions, liaising with Finance regarding payment and risk assessments.

· Collation and production of weekly SBS bulletin for staff and students.

Additional duties

· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.
· To maintain high standards of professional behaviour and presentation.
· To take responsibility for Health & Safety in the postholder’s area of work.

· Any other duties commensurate with the grade which may be required from time to time.

· All staff are expected to take part in staff development.

EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.
SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.
	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.



	Name:


	Signature:

	Date:


	


slt/sjacobs/restructures/leadershipjds
Page 4

