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Job Description

Post title:


Examinations Officer
Grade/salary:


Band H, Range 25-28
Paid hours:


36 hours per week
Paid weeks per year:
38 term time (plus 5 additional days during August for results)

Reporting to:


Deputy Headteacher: Curriculum 















Purpose:


To oversee the whole school examination process

Liaising with:


Whole school staff

Disclosure level:

Enhanced

MAIN (CORE) DUTIES:


The Examinations Officer will be responsible for the administration and entries of all internal and external examinations including CATs, Key Stage 3, GCSE, A Level, BTEC, Foundation Learning, Key Skills and all mock exams.

This role will require a high level of management and support that will ensure excellence in achieving consistently high performance in meeting the requirement of learners, staff, compliance for the examination boards and our funding partners. 
Main duties and responsibilities:
· Be responsible for liaising with a wide range of internal and external stakeholders, including students, parents/legal guardians, senior school staff, progress leaders, IT/administrative staff and awarding organisations. 

· To maintain and develop systems to manage and coordinate all aspects of the examinations administration process.

· Be responsible for keeping up to date with all JCQ/awarding body rules and regulations and requirements relating to examinations.

· Be responsible for ensuring examinations compliance with JCQ/awarding body regulations.

· Managing the set-up of new qualification approvals with new and existing awarding bodies and to understand new qualifications and how they are assessed.
· To be responsible for the updating of examination related polices.  

· To liaise with Senior leaders and Progress leaders on student entries and registrations and to be responsible for all examination entries for external exams.    
· To be responsible for registrations for all other courses, including BTECs and to manage the booking of all online and paper tests for qualifications.

· Working with the SEND team, to administer the process for access arrangements for students with medical needs, disabilities or learning difficulties.

· To be responsible for the daily running of external exams, including starting and finishing exams.

· To be responsible for the provision and availability of examination materials, providing safe custody of exam papers and stationery in accordance with regulations.

· To provide a centre timetable for all exam seasons (external and internal), including provision for exam clashes and access arrangements.

· To ensure that students are fully briefed on examination procedures and conduct, and to produce guidelines for staff and students.

· To recruit and manage a team of invigilators and ensuring relevant training and induction is provided to the team.  To manage and arrange sufficient and suitable Exam Invigilator cover for the annual internal and external examinations diary.
· To apply to examination boards for “special consideration” for candidates following each examination series.

· To be present in school on exam results days, and oversee the distribution of results to candidates.

· To process enquiries about results and requests for return of scripts.

· To check all examination fees and charges from awarding bodies.

· To work with the Data Manager to ensure that electronic examination information and student data are dealt with efficiently and effectively.

· To produce a timetable for all internal exam seasons, liaising with Heads of Departments regarding subject requirements.

· To use the school’s communication and consultation procedures in order to inform staff, students and parents/legal guardians in matters relating to examination policy and practice.

· To comply with the school’s Health and Safety Policy.
Examination Entry Lists and Validation Forms:

· To observe the awarding body’s terms and conditions for the entry and withdrawal of candidates for examinations/assessments.

· To register or enter candidates for an examination or assessment in accordance with the awarding body’s published procedures for that qualification.

· To submit registrations, examination entries and certification claims by the deadlines(s).

· To be responsible for the creation of examination entry lists for relevant staff to check and for the collection and amendment of examination lists as directed by those staff.

· To be responsible for the creation of examination entry validation forms for dissemination to candidates (via Form Tutors) and to collect these forms from staff after candidates have checked and signed them.
· To effectively use internal and external IT systems to submit and manage awarding body registration and entry data.

· To liaise with the Finance team to ensure accurate entry fees are paid as instructed and in a timely manner. 
· To make necessary amendments to entries as indicated by staff and the candidates.

· To provide relevant statistics on examination entry results to the Senior Leadership Team, Governors, the LA and DfES.
Examination Statements of Entry:

· To be responsible for the issue of examination statements of entry to candidates (via Form Tutors) for checking and signing.

· To deal with the import and amendment and collection of base-data from Form Tutors and to then be responsible for making amendments to entries as indicated by the relevant staff and candidates.

Examination Timetables:

· To be responsible for the creation of all examination timetables for issue to candidates and parents/legal guardians and to collect return receipts of timetables and chase defaulters.

· To identify timetable clashes and deal with these as necessary, advising parents/legal guardians of changes, as required.

· To be responsible for examination seating plans and venues, liaising with relevant staff, as necessary, to secure room bookings and set up requirements.
Examination Scripts, Materials and Stationery Requirements - Before and After Examinations:

· To be responsible for the collection of pre-release materials and subsequent allocation to relevant staff.

· To be responsible for the safe and secure storage and preparation of all scripts, tapes, materials, specimens and stationery, examiner and address labels, prior to commencement of examinations.

· To be responsible for the receipt of scripts and to check against packaging notes and against examination entries, under the direction of the Headteacher.

· To be responsible for the preparation of the examination venues including: display of notices, removal of un-authorised display materials, creation of candidate seating cards and plans, signed invigilation plans, checking of clocks, desk spacing, provision of display boards.

· To be responsible for all packaging up of examination scripts, under the direction of the Headteacher and to keep all relevant certificates of posting and to track receipt of all materials by examination boards.

Results and Post Results Service:

· To be responsible for the download of subject results from the system and then to prepare this information ready to present to the candidates, relevant staff, press and LA.

· To be present of the results notification days when the candidates come in to collect their results.

· To be responsible for the requests to relevant Post Results Services and to collect relevant consent forms and fees associated with the above.

· To be responsible for the checking of examination certificates to be issued by the Headteacher.
· To liaise with relevant staff to develop exam statistics that can be used for targets setting and review.
· To be responsible for the administration of late certification and de-certification requests, as required.

Course Manager:

· To be responsible for making sure that all Qualification Accreditation Numbers (QANs) are current and correct on Course Manager and are linked to academic courses and examinations for GCSEs, BTECs, GCEs and all other Pre and Post 16 courses so that CENSUS data is correct and the correct funding is received.

Other:
· To promote the policies and ethos of the school, eg. personal and social and to promote positive values, attitudes and good student behaviour, dealing promptly with conflict and incidents in line with established policy and encouraging students to take responsibility for their own behaviour.

· To attend staff meetings, as required.

· To treat all information relating to a student as strictly confidential, and to be aware of and comply with school policy and practice, receiving training, where necessary, from the school.

· To be a proactive member of the school.
· To attend relevant courses and learning activities in order to update knowledge, as required.
· To take opportunities to develop own CPD and to use these to advise and support others or to organise specific projects.

SAFEGUARDING REQUIREMENTS:

· All staff are required to undertake training with regard to the safeguarding and welfare of children and young people and the school commits to providing this training, eg., via induction, on-line, briefings at staff meetings, Inset Days, etc., as appropriate.

· All staff should familiarise themselves with ‘Keeping Children Safe in Education’, Part 1 and local policies and procedures, as directed by the school.

· All staff have a responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible, or with whom they come into contact and to adhere to, and ensure compliance with school policies and procedures at all times.  If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children, they must report any concerns to the Designated Safeguarding Lead.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this Job Description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the date shown, but following consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job, which are commensurate with the salary and job title.

Date: 

January 2025
Hilbre High School is committed to safeguarding and promoting the welfare of children and young people, and expects all staff to share this commitment.  This post is subject to a satisfactory Enhanced DBS Disclosure
