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JOB DESCRIPTION: EXAMINATIONS MANAGER
	Job title
	Examinations Manager


	Grade
	Grade F



	Accountability
	Assistant Principal



	Responsible for
	To effectively manage the examinations function at the College

	Effective from
	October 2024



	SUMMIT LEARNING TRUST Mission Statement

Success through Endeavour 

Ambition through Challenge

Strength through Diversity




Job purpose:

· To provide efficient and effective management of all examinations processes at the College in accordance with JCQ regulations
· To manage the Examinations Office and team including the Deputy Examinations Manager, Examinations Assistants and Invigilators
· To liaise with learners, parents, colleagues and awarding bodies on all aspects of the examinations processes
· To ensure high standards of customer service and to ensure that all learners and colleagues are well supported by the examinations team
Main responsibilities and duties:

· Review, develop and maintain appropriate procedures for managing the examination processes and the creation, implementation and updating of the College’s Exams Policy
· Understand and keep up to date with changes in examinations and assessments brought about by changes in Government policies or Awarding Organisation procedures and liaising with Senior Leadership to ensure learners and colleagues are fully up to date

· Manage the entry and/or registration of learners for examinations or assessments in liaison with Awarding Bodies, Curriculum Leaders and senior college staff, using the computerised information systems in College or provided by the Awarding Organisations
· Manage the on-line applications for candidates requiring access arrangements in exams and ensuring appropriate evidence is available for inspection by JCQ inspectors by liaising with the College’s Additional Learning Support Coordinator

· Organise exam rooms in liaison with the Estates Manager
· Arrange for the invigilation of all examinations; recruiting and inducting external invigilators and instructing all invigilators internal and external in exam procedures and HR compliance
· Ensure the security and distribution of question papers, exam stationery and scripts in accordance with JCQ regulations
· Deal directly with instances of potential malpractice by learners and colleagues and where necessary report these to the Awarding Bodies and/or College senior leadership and ensure any appropriate actions in accordance with JCQ regulations
· Download the results from Awarding Bodies and input them into the student records
· Manage the processes for learners or Curriculum Leaders in applying for re-sits
· Manager post results services including collection of fees and issuing of refunds as appropriate and managing the secure distribution of exam certificates
· Provide the Senior Leadership Team and colleagues with information as and when required and deal with queries from learners, parents, colleagues, universities and Awarding Bodies
· Communicate directly with Awarding Body’s to raise any appeals or queries
· Manage access to the on-line systems provided by Awarding Bodies including BTEC systems and the downloading and printing papers
· Manage the Examinations Budget and advise the Central Finance Department on future budgetary requirements

· To take part in the College Professional Development and Performance Review Scheme, including acting as an Appraiser for the exams team
· To be committed to the safeguarding and promotion of the welfare of children and vulnerable adults
· To promote and comply with equality of opportunity as laid out in the College Equality and Diversity Policy
General duties:
· Undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.
· Undertake health and safety duties commensurate with the post and/or as detailed in the academy health and safety policy. 
· Work in accordance with all of the academy’s and trusts policies and procedures.
Notes
· This job description is not necessarily a comprehensive definition of the post. It will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post-holder.
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