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JOB DESCRIPTION & PERSON SPECIFICATION

Exams Administrator 
North Chadderton School
Grade 4 SCP 12 – 17 (Salary will be pro-rata)

36 hours 40 minutes per week

Term Time only plus 10 days (some flexibility during busy exam periods)
Purpose of Post

To organise appropriate arrangements for the support of candidates with special examination requirements and provide assistance with general Exams office duties.
Reporting to

Exams Manager

Responsible for

None

Main Purpose of the Role
· To plan and oversee examination arrangements to support candidates with special examination requirements.
· Co-ordinate SEND exam timetabling and rooming.
· Liaise with the SENDCo and Exams Officer to ensure the smooth running of exams for students with access arrangements.
· Assist the Exams Officer with the overall running of the whole-school exams process to ensure that all exams run in accordance with IB, JCQ guidelines and all other regulations.
· General administrative support within the Exams Office.
· Data Maintenance – basic record maintenance for all student records.
Key Tasks & Duties
· Make appropriate timetabling and room arrangements for SEND students, including the setting up of exam rooms and briefing invigilators on SEND exam procedures.
· Ensure that SEND students are given all the necessary relevant information regarding examination entries, the dates and times of the examinations, conduct during examination and the collection of results and certificates.
· Ensure that where required there is the provision of a scribe, reader, computer reader, word processor or other arrangements in place for students.

· Ensure correct invigilator and TA support for SEND students is in place for all external and internal exams.

· Ensure that exam rooms are booked using the school information system (SIMS).

· Ensure that an up to date record of students access arrangements is available in each exam room.

· Create exam access arrangement cards for student’s exam desks.

· Deal with enquires from staff and parents/carers regarding exam access arrangements.

· Liaise with the IT Department to create exam login’s for SEND students
· Ensure that all necessary stationery and special equipment is correctly provided and set up for the needs of SEND students.
· Liaise with awarding bodies to ensure issues are resolved in a timely manner

Other Responsibilities 
· Keep up to date with changes in exam access arrangements and JCQ guidelines and regulations surrounding these.

·  Keep up to date with the necessary policies, procedures, rules and regulations laid down by the different examination bodies.

· Assist with general examination duties and support the Exams Officer with the day-to-day running of exams where required.

· To play a full part in The Oak Trust, to support its distinctive vision and ethos and to encourage staff and students to follow this example.
· Promote actively the Trust’s corporate policies.

Safeguarding

· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with the Trust’s Safeguarding/Child Protection policies.
· To undertake regular safeguarding/child protection/adult protection training as required by the Trust.
Culture

· Responsible for Health & Safety, security and welfare of self and colleagues in accordance with The Oak Trust policies and procedures, reporting all concerns to an appropriate person.

· Responsible for working in accordance with The Oak Trust policy relating to the promotion of Equality, Diversity and Inclusivity.

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. 

The job description is current at the date shown, but, in consultation with the postholder, it may be changed by the Headteacher to reflect or anticipate changes in the job which are commensurate with the job title and salary weighting.

This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.

The academy will endeavour to make any necessary reasonable adjustments for 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 (as defined in the Equality Act 2010).

The Oak Trust are committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment. This post is subject to an enhanced DBS disclosure check through the Disclosure & Barring Service.

Exams Administrator Person Specification

	
	Essential or Desirable
	Application/Interview/Test

	Qualifications
	
	

	GCSE Maths and English minimum grade 4 or equivalent
	E
	A, I

	Skills/Knowledge
	
	

	Effective interpersonal skills both oral and written
	E
	A, I

	High level of concentration, attention to detail and accuracy
	E
	A, I

	Can work in a logical and methodical manner
	E
	A, I

	Excellent organisational skills with the ability to prioritise workload and work under pressure
	     
E
	A, I

	To be able to demonstrate a flexible and professional approach to work
	E
	A, I 

	Experience
	
	

	Proven experience in an office environment with excellent numeracy and literacy skills 
	E
	A, I

	Excellent administration skills
	E
	A, I

	Proficient with ICT with experience of Word and Excel in an office environment
	E
	A, I

	Experience of working in a school
	 D
	A, I

	Knowledge of SIMS (school database)
	 D
	A, I 

	Personal
	
	

	Confident and outgoing
	E
	A, I

	Self-motivated and able to work on own initiative
	E
	A, I

	Potential and desire to develop the role
	E
	A, I

	Commitment to working as part of a team
	E
	A, I

	Safeguarding
	
	

	Display commitment to safeguarding and promoting the welfare of children and young people
	E
	A, I

	Demonstrate the ability to form and maintain appropriate relationships and personal boundaries with children
	E
	A, I

	Emotional resilience in working with challenging behaviours
	E
	A, I


E = Essential    D = Desirable    A = Application    I = Interview    T = Test
N.B. Any candidate with a disability who meets the essential criteria will be guaranteed an interview.

