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	KING EDWARD VII SCHOOL 

JOB DESCRIPTION



	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	King Edward VII School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SERVICE AREA


	KING EDWARD VII SCHOOL 

	POST TITLE
	Examinations Administration Manager 

	SALARY RANGE
	Grade 7 (BS4S)

	RESPONSIBLE TO
	Deputy Headteacher with responsibility for Examinations
Business Manager

	RESPONSIBLE FOR
	Examinations Administration Officer
Exam Invigilators



	HOLIDAY AND SICKNESS RELIEF
	Other members of the Data/Administration teams

	PURPOSE OF JOB
	To manage, co-ordinate and administer the public and internal examinations process for Key Stage 4 and Key Stage 5.



	JOB DESCRIPTION FOR POST OF:-  EXAMINATIONS ADMINISTRATION MANAGER

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


King Edward VII School is a very large 11-18 comprehensive school operating on two sites. The provision and continuing development of the School’s Examination systems is fundamental to its future effectiveness and success. 
DUTIES

Examinations

1. Manage the internal and external 14-19 examination process for the academic year

· Liaise with examination boards

· Communicate timetables with School personnel by liaising with relevant Heads of Section and Curriculum Leaders
2. Manage Examination Entries

· Collate preliminary and actual final entries for examinations

· Carry out any necessary amendments

· Deal with late entries and withdrawals

· Ensure entries are made within timescales and deadlines

· Administer forecast grade sheets

· Administer coursework arrangements through consultation with Curriculum Leaders
· Manage any special arrangements in consultation with the relevant Special Educational Needs Co-ordinator
3. Management of the examination sessions

· Manage the timetabling of examination rooms in consultation with the Cover Manager
· Preparation of useful documents and liaise with Heads of Department as required
· Organising and preparing student timetables

· To organise exam invigilator numbers in line with Examination timetables

· To manage Exam Invigilators.

· Training and professional development of Exam Invigilators

· Work with relevant Curriculum Leaders to prepare briefing of candidates on conduct and expectations

· To deal with any queries and problems that may arise during the examination process including communication with students, parents and staff as necessary

· Examination room preparation

· Starting the examinations with other senior teaching colleagues
· Finishing the examinations with other senior teaching colleagues
· Administering attendance registers

· Dealing with disruptive candidates and malpractice in conjunction with other members of staff

· Ensuring scripts are dispatched within deadlines

· Ensure confidentiality and security of all examination documents

· Dealing with the JCQ inspector in line with JCQ regulations and guidance

4. Management of the examinations results process
· Co-ordinate the publication of exam result dates as required
· Brief the candidates and staff as required
· Provide relevant information for publication in the media by the Headteacher
· Ensure records are kept securely

· Deal with missing results and enquiries regarding examination results
· Assist with the initial analysis of the results as required in co-ordination with the Data Manager
· Provide advice and guidance to staff, students and parents in relation to the exams procedure – to include the handling of any appeals made to the exam boards

5. Manage (in conjunction with Curriculum Leaders) the internal examination process

· Assist staff in the preparation of these exams

· Assist with the internal exams timetable
Personnel Management

1.
To manage and co-ordinate the work of the Examinations Administration Officer and Exam Invigilators.
2.
To performance manage and contribute to the training and professional development of the Examinations Administration Officer and Exam Invigilators. 
Miscellaneous Duties

1.
To be willing to undertake training and professional development as required of the post.

2.
Any other duties and responsibilities that do not change the character and purpose of this post as may be required by the Headteacher

The post holder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

June 2015, revised June 2018, revised June 2026
