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JOB DESCRIPTION

Job Title: Examinations Officer

Grade: 8

Salary: SCP 28 - 33

Conditions of Support Staff Contract of Employment
Service:

Responsible to: Headteacher

Statement of Purpose

Under the direction of a member of Senior Leadership Team, organise and manage the
examination process in the school.

Manage the Organisation of Examinations

Determine the number of invigilators required for each examination session, in line with
national regulations.

Arrange for the recruitment and training of invigilators.

Liaise with Personnel with regard to the hire of short-term staff.

Supervise invigilators, ensuring that they are aware of the examinations being sat at a
particular session, the length of each examination, who the candidates are for each
examination and of any special arrangements made for particular candidates.
Develop and maintain systems for the identification of candidates.

Arrange for sufficient and appropriate examination rooms in accordance with national
regulations.

Arrange for examination desks and chairs to be set out.

Arrange for the appropriate notices to be displayed in and outside the examination
rooms.

Check that sufficient invigilators are present.

Support for Pupils with Additional Needs

Assist the Senior Leadership Team to ensure that candidates with special educational
needs are not disadvantaged.

Liaise with the Special Needs Co-ordinator, candidates and parents with regard to any
special arrangements that may be required.
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Ensure that permissions are obtained from the examination boards and copies are
available for inspection.

Ensure that appropriate support/facilities are available to candidates for whom special
arrangements have been made.

Inform candidates of the arrangements made for them.

Liaise with the Local Authority with regard to candidates who may receive home tuition.
Make telephone calls for the Headteacher, as requested, and take telephone messages
in his absence.

Support for the External Examinations

Be responsible for informing external examination boards of examination entries,
coursework, marks and forecast grades for GCSE, AS and A levels in advance of any
deadline.

Be responsible for registering pupils for their SATs examinations and coordinating the
collection and reporting of Teacher Assessment levels in advance of any deadline.
Liaise with professional bodies with regard to entries for their own examinations.
Register pupils undertaking BTec and similar courses.

Liaise with Heads of Departments regarding candidate entries and registrations.

Be aware of any financial or academic implications if deadlines set by the examination
bodies are overrun.

Where necessary, arrange for pupils who have studied a subject elsewhere, to sit their
examination at school.

Inform staff, candidates and parents of examination details, including timetables, venues
and seating arrangements.

Brief candidates on examination procedures and conduct.

Identify possible examination clashes, make appropriate alternative arrangements that
maintain the security of the examination and inform candidates of the changes.
Answer queries from candidates, staff and parents regarding examination details.
Maintain an overview of all regulations relating to public examinations, to attend
appropriate meetings and to advise the Senior Leadership Team of changes required in
the school’s procedures.

Liaise with the examination boards over any queries they may have with regard to
entries, marks or results.

Be aware of any computer-based examination data analysis modules and to use them
effectively.

Keep the Senior Leadership Team informed on the progress of examination entries and
of any problems that have been identified.

Report to the Head teacher and the examination board any suspected or confirmed
breaches of the examination regulations.

Keep under constant review examination procedures and to make recommendations to
the Senior Leadership Team of potential improvements.

Support Internal Examinations

In addition to many of the above points, the following aspects are also required:

Liaise with the Heads of Departments as to which subjects are to be examined, the
length of the examination and the number of pupils involved.



[ ]

n Shaw

‘”' Education
Trust
* Prepare an examination timetable.

+ Allocate suitable rooms for the examinations, and liaise with staff affected
» Arrange for sufficient invigilators to be present in each venue.

Support for Resources

+ Be responsible for the receipt, checking and arranging for secure storage of examination
papers received from examination bodies.

» Ensure that sufficient supplies of examination stationery, including specialist data books,
are available.

* Prepare examination papers, examination stationery and other materials required for
individual examinations.

» Co-ordinate the distribution of examination materials to individual examination rooms.

» Co-ordinate the checking of completed examination scripts and dispatch to examiners
within specified deadlines.

+ Liaise with Heads of Departments with regard to the collection of coursework marks and
their dispatch to examination boards within externally set deadlines.

» Co-ordinate with Heads of Departments the collection and dispatch of candidates’
coursework to external moderators, as directed by examination boards.

* Be responsible for the receipt of examination results and to make arrangements for their
distribution to candidates, senior staff and departments, maintaining accuracy and
confidentiality.

Support Data and Financial Management

» Assist in the preparation of statistics for both internal use and reporting to local and
national authorities.

* Assist in the preparation of data relating to examination results for distribution to
Governors, parents and other interested bodies.

* Make arrangements for enquiries about results, the return of scripts/photocopies and the
declining of awards.

* Check and approve invoices received from examination bodies.

« Ensure payment is received from candidates who are resitting examinations, have
missed examinations or have requested an enquiry about results, and from external
candidates.

» Approve invigilators’ timesheets.

* Record and maintain records of postage and other costs incurred.

Support to School (this list is not exhaustive and should reflect the ethos of the school)

* Promote and safeguard the welfare of children and young persons you are responsible
for or come into contact with.

» Be aware of and comply with policies and procedures relating to child protection, health,
safety and security, confidentiality and data protection, reporting all concerns to an
appropriate person.

* Be aware of, support and ensure equal opportunities for all.

» Contribute to the overall ethos/work/aims of the school.

» Appreciate and support the role of other professionals.

» Attend and participate in relevant meetings as required.

» Participate in training and other learning activities and performance development as
required.
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» Assist with pupil needs as appropriate during the school day.

Note

The job holder will be expected to undertake any other duties which are not

specifically listed but are within the remit, responsibility and accountability of the job.
Person Specification

Minimum

Criteria Criteria Measured
for Two by
Ticks * APP/I/ASS

Experience

» Experience at a senior level of organising a function within an APP/|
educational setting.

+ Extensive experience of the examination process and systems.

Qualifications/Training
* NVQ 3 Business and Administration or other equivalent

. . . o APP/I
gualification or experience in a relevant discipline

Knowledge/Skills APP/|

* Full working knowledge of relevant policies/practices and
external regulations

» Ability to relate well to children and adults.

« Ability to persuade, motivate and negotiate = Ability to work
constructively as part of a team

» Ability to relate well to children and to adults.

» Ability to organise, lead and motivate other staff.

+ Good organising, planning and prioritising skills.

* Methodical with a good attention to detail.
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Behavioural Attributes
Customer focused.
APP /|

* Has a professional and respectful approach, which
demonstrates support and shows mutual respect.

+ Can demonstrate active listening skills.

» Takes responsibility and accountability.

+ Committed to the needs of the pupils, parents and other
stakeholders.

+ Demonstrates a positive attitude including suggesting
solutions, participating, trusting and encouraging others
and achieving expectations.

* Is committed to the provision and improvement of quality
service provision.

» Is adaptable to change/embraces and welcomes change.

* Is enthusiastic and decisive.

+ Communicates effectively.

* Has the ability to learn from experiences and challenges.

* Is committed to the continuous development of self and
others by keeping up to date and sharing knowledge,
encouraging new ideas, seeking new opportunities and
challenges, open to ideas and developing new skills.

MEASURED BY KEY:
APP = Application form ASS = Assessment activities | = Formal interview In addition to
candidates’ ability to perform the duties of the post, the interview will explore issues relating
to safeguarding and promoting the welfare of children including:

* Motivation to work with children and young people

* Ability to form and maintain appropriate relationships and personal boundaries with
children and young people

+ Attitudes to the use of authority and maintaining discipline
* The post holder will be required to have an enhanced DBS check

If a disabled person meets the criteria indicated by the “Two Ticks’ symbol and provides
evidence of this on their application form they will be guaranteed an interview.
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Note This job description and person specification conforms to the Shaw Education Trust job evaluation
standards and cannot be amended/updated without SET HR approval.



