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JOB DESCRIPTION
Job Title:
Examinations Officer


Salary:
Grade H


(£24,595 - £29,440 per annum (pro rata)

Hours:

37 hrs per week term time only plus 10 days during the holidays (Mandatory 2 weeks to be worked to cover GCSE and A level results days)
Responsible to:
Principal

Direct supervisory responsibility for:
Exam Invigilators
Indirect supervisory responsibility for:
None

Important functional relationships:
Internal: Principal, heads of departments, teachers, support staff, students, Governors.

External: Examination boards, relevant LA officers, parents/carers.

Main Purpose of Job:

To organise and provide accurate administrative support in connection with all internal and external examinations and key stage data entries.  




Main Duties and Responsibilities:

1. To be responsible for processing entries to examination boards, ensuring all the necessary related information is provided.  To ensure examination entries are submitted in accordance with the timescales provided by the examination boards.  To chase outstanding information where necessary.

2. To be responsible for the maintenance of syllabuses.  To be familiar with the different syllabuses, tests, modules and coursework requirements and ensure teachers are made aware of the examination and testing requirements as specified by the examination boards.

3. To liaise with teaching staff and to be responsible for ensuring pupils are correctly registered at the appropriate times with regard to forthcoming examinations.

4. To supervise and manage administrative support staff working within the area of examinations administration.  To be responsible for ensuring such staff are fully aware of the recognised regulations, processes and timescales set by the examinations board with regard to administration and co-ordination of examinations.

5. To oversee the collection and dissemination of coursework marks to examination boards.

6. To organise the timetable and invigilation programme for examinations, including liaison with external invigilators and correspondence with examination boards.  To ensure all regulations regarding invigilation are adhered to.

7. To brief invigilators prior to examinations and ensure invigilators remain fully aware of and adhere to the rules and regulations associated with the examinations as set by the examinations boards.

8. To prepare and provide information relating to examination timetables and arrangements for heads of departments, invigilating staff and for dissemination to students.

9. To be responsible for the organisation and security of examination papers.

10. To be responsible for the preparation and organisation of examination rooms, including arranging seating plans.

11. To maintain all manual and computerised administration systems relating to examinations data.

12. To be responsible for the production of statistical returns in respect of examination results and data.

13. To liaise and correspond with external examination bodies as appropriate.  To disseminate information from examination boards to Heads of Departments.

14. To process and distribute examination results.

15. To organise certificates in a suitable format for presentation evenings.

16. To review the schools’ examination results and provide analysis and trends reports on results as required by the Principal.

17. To manage all appeals and special pleadings processes, through negotiation with examination boards.  To liaise with teaching staff and pupils with regard to appeals and special pleadings.

18. To manage the examinations budget, including ensuring appropriate spending of such funds, maintaining up-to-date financial records in respect of the examinations budget and providing financial information to the Princpal, school management team and Governors as required.

19. To negotiate with examination bodies on behalf of the school with respect to formal examinations processes, times of exams, paper delivery dates and any necessary variations to the instructions provided by the examinations boards.

20. To work with the school management team with regard to devising the school’s examination timetable structure, and ensure arrangements for examinations are suitable for all school departments.

21. To ensure the school’s compliance with all examination boards’ instructions and to meet the standards required by the moderation and assessment bodies.

22. To prepare for and be the contact for the school’s external moderation and assessment with regard to examinations. 

General responsibilities

1. To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. County Council (Equal Opportunities Policy/Code of Conduct), national legislation (Health and Safety, Data Protection).

2. To maintain confidentiality of information acquired in the course of undertaking duties for the department.

3. To be responsible for your own continuing self-development, undertaking training as appropriate.

4. To attend staff meetings and school-based INSET as required.

5. To be aware of and work in accordance with the school’s child protection policies and procedures, and to raise any concerns relating to such procedures which may noted during the course of duty.

6. To undertake other duties appropriate to the grading of the post as required.

Signed  …………………………………………….    Date  ……………………………………
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