St. John’s Catholic Comprehensive School

	Role Profile
	Examinations Officer

	Reports to
	Assistant Headteacher with Responsibility for Examinations

	Persons Line-managed
	Team of Invigilators

	Grade
	Kent Scheme E / Kent Range 7

	Job Purpose
	To be responsible for the efficient organisation of internal and external examinations within the school and the analysis of relevant data.

	Accountabilities
	· Line management responsibility for a team of invigilators ensuring accountability and cost effectiveness.  To include invigilator recruitment, supervision, training, briefing and full management responsibility for the team. 

· To plan and create the invigilation timetable and issue to all invigilators for public examinations.
· To disseminate information from all relevant organisations and share with relevant personnel, to ensure up to date procedures are followed, e.g.; all examination boards, JCQ, EIS, Kent Trust Web, etc.

· To demonstrate an up to date knowledge of the specific requirements and deadlines for all the examination types offered at St John’s; GCSE, GCE, OCR National, Diploma, BTEC, Function Skills and CATS.

· To contribute fully to Exam Strategy Team meetings and make recommendations regarding optimum combinations of boards and subjects. 

· To work with the Key Stage 3 Leader to plan and manage CATS examinations for prospective new year 7 students.

· To work with the school’s Vocational Studies Leader to ensure all aspects of vocational assessments and examinations are fully in place.

· To liaise with examination boards regarding all aspects of policy and attending, where appropriate, training provided by the examination boards and other bodies.  

· To provide examination data as requested by teaching staff and senior managers in a format that is easily accessible.

· To develop good working relationships with all staff involved in examinations.

· To administer electronic systems for staff to input student examination data to examination boards, e.g. NEA scores.
· Contribute to staff training in the use of data to raise accuracy levels and student achievement.

· To receive, disseminate, collect and return requests for predicted grades and other information requested by examination boards.

· To liaise with SENCO about special consideration and access arrangements for students and retain necessary records.

· To liaise with examination boards in relation to candidates with special educational needs and those deserving special consideration, and to complaints, enquiries and requests for the return of scripts.

· To submit accurate and timely entries for all public examinations during the school year, liaising with Subject Leaders and BTEC leaders.

· To plan and maintain accurate records for all examinations, including seating plans, registers, special considerations and arrangements.  

· To organise examination materials and their secure receipt, storage and despatch.

· To manage levels of stationery and equipment relating to examinations and order new supplies as necessary in time for relevant examinations.  

· Ensure systems in place for candidates to receive the correct items & materials for each examination.

· To plan and publish a centre timetable and individual student timetables, resolving any examination clashes in accordance with regulations.

· To organise the setting up of examination rooms to meet statutory requirements.

· To liaise with our IT provider to ensure installation of necessary IT equipment for examinations requiring dedicated software and/or equipment.

· To ensure all public examinations take place according to regulations published by the examination boards and such regulations are publicly displayed and all students informed.

· To brief candidates on exam protocols.

· To manage the collection and despatch worked scripts and coursework.

· To publish and collate student examination results in preparation for distribution to parents.

· Ensure that all exam results are entered on to Exams Organiser in SIMS on the day results are released to ensure accuracy of official results return.  Results available before ‘results day’ should be manually entered on to Exams Organiser immediately.

· To be available on results days to access, receive and distribute results and to provide data and summaries to the Head Teacher and SLT.  This includes arranging additional staff support as required, e.g.; invigilating staff.

· To analyse results, and provide and check statistics as required.  This includes the analysis and mandatory return of examination results to the local authority in August for GCE & GCSE levels and equivalent.

· Work with the Data Team to manage the export of examination results data to 4Matrix for external analysis.

· To check certificates, oversee their storage and implement a system to ensure effective distribution and official student collection records.

· To manage examination related financial issues including payments for retakes, late entries and enquiries.

· To produce a list of re-sit entries/totals for all subjects for every exam season.  This data is to be forwarded to the Assistant Headteacher responsible for examinations prior to the start of the relevant exam season.

· To track and analyse fee data and implement recommendations to reduce costs.

· Be aware of budget areas related to job & provide annual forecasts to School Finance Manager, e.g.; Invigilator costs, exam equipment/stationery, exam fees, etc

· To receive and process requests from Subject Leaders for re-marks, receipt of scripts and appeals against results.

· To develop a system and manage the ‘cashing in’ of modular units.

· Responsibility for ensuring accurate set up & maintenance of learning aims within Course Manager & for data returned re Post 16 courses in the school census return, to maximise funding in this area.

· To maintain links between SIMS Examinations Organiser and Course Manager.

· To request & update Unique Learner Numbers for all students in year 9 & above. 
· To play a proactive role in upholding and modelling the Catholic ethos of our school as well as our Mission Statement values.

· To forge excellent working relationships with all school stakeholders; students/staff/parents/governors/associated third parties - liaising with all in a professional manner which upholds our Catholic ethos and Mission where appropriate.

· In safeguarding terms, this role involves ‘regulated activity’.  You must work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and child protection policies, liaising with the Designated Safeguarding Lead (DSL or Deputy DSL) to promote the best interests of students, including sharing concerns where necessary. Also, to liaise with other schools and share safeguarding best practise across St John’s.

· To attend all training that is directed as part of professional development.

· To undertake any other duties commensurate with this post; assisting and covering for other staff as required.


	Knowledge & Skills
	The postholder should demonstrate knowledge and understanding of:

· The latest procedures and regulations for external examinations.

· The applications of ICT in the administration of examinations.

· Resource planning and financial management.

· Excellent communication skills, both written and verbal to deal with all enquiries relating to the examination process.

· Ability to relate to students and their parents/carers and have an understanding of individual and special educational needs.

· An ability to handle confidential material in an appropriate manner.

· Excellent ICT skills to include experience of all Microsoft Office systems and SIMS.

· The ability to be able to organise, prioritise and manage a workload effectively.

· Be willing to undertake specific and relevant training to develop performance.

· Be willing to work flexibly when the situation requires.

· Have the ability to adapt to an ever-changing environment and to recognise own strengths and expertise to use to support and advise other members of staff.


	Personal Qualities
	Emotional self-awareness

Accurate self-assessment

Self confidence

Emotional self-control

Transparency

Adaptability

Achievement orientation

Initiative

Optimism


	Empathy

Organisational awareness

Service orientation

Developing others

Team work and collaboration

Conflict management

Effective team management

	Notes
	· This job description is not necessarily a comprehensive definition of the post.  It will be reviewed at least once each year, and it may be subject to modification or amendment at any time after consultation with the holder of the post.

· Employees will be expected to comply with any reasonable request from a line manager to undertake work of a similar level that is not specified in this role profile.
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