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	JOB DESCRIPTION



	Job Title:                   

Responsible to:        

Grade:

Hours:





Working weeks:
	Exams Officer

Deputy Head

NJC Grade 6 Point, points 19 – 21

Average 32 hours per week (compressed working year) A flexible approach to hours including early starts and late finishes is required to accommodate the demands of internal and external exams seasons throughout the year. The post-holder will discuss and agree working patterns with the Deputy Head to meet the requirements of the exams calendar and flexibility throughout the rest of the year.

Term-time only plus three weeks (one week during the Easter holidays and two weeks around each of the exam results days in August).



	Purpose of Job
To be responsible for the effective and efficient organisation and administration of external and internal examinations in accordance with regulations to maintain the integrity and security of the examinations/assessment process. Providing support, advice and guidance to the senior leadership team in ensuring that Keswick School is fully compliant with JCQ regulations and requirements. 

	Main Responsibilities:
Before examinations
1. Maintain and develop systems to manage and coordinate all aspects of the exam administration process for internal and external examinations for both internal and private candidates. 
2. Identify and access relevant support available from external stakeholders
3. Comply with all JCQ/Ofqual/exam board (including vocational) specific regulations, guidance and instructions and keep abreast of developments/changes/updates, ensuring that exam policies are updated annually. 
4. Ensure the centre approval process is completed for new awarding bodies including for vocational qualifications. 
5. Oversee and manage appropriate access rights to exam board websites for relevant internal stakeholders
6. Brief pupils/staff/parents or carers on examination regulations and requirements
7. Annually confirm the information required by the National Centre Number Register 
8. Support the SENDCo in implementing examination access arrangements and reasonable adjustments for eligible candidates. Complete Access Arrangements Online with the SENDCO
9. Submit registrations, examination entries and certification claims by the deadline(s) in accordance with the awarding body’s published procedures after liaising with relevant internal stakeholders to gather correct entry information to avoid late fees
10. Verify the identity of all students that are entered for examinations/assessments and maintain required identifiers for each candidate entered
11. Recruit, train, update and lead a team of exam invigilators
12. Manage the arrangements for the timetabling, rooming, seating, resourcing and invigilation of examinations in accordance with regulations
13. Ensure all candidates are notified of their examination entries and the dates and time of their examinations/assessments and are aware of the information and regulations regarding conduct prior to these taking place 
14. Effectively manage arrangements for the secure storage and dispatch of examination scripts for marking
15. Support Heads of Department in ensuring non-examination assessment deadlines are met and, if required, support SLT in managing the internal appeals process. 
16. Ensure the centre is ready for a JCQ inspection during the public examination periods. 
17. Attend the Exams Officer network meetings and feedback to SLT line manager. 
In addition to the above:

During examinations

18. Effectively manage the conduct of examinations in accordance with JCQ regulations and rules
19. Ensure all exam accommodation is prepared in accordance with requirements
20. Manage unexpected issues/irregularities which may affect the conduct of examinations
21. Support the senior leadership team in investigating and reporting cases of suspected or actual malpractice
22. Manage emergency access arrangements for eligible candidates as the need may arise
23. Manage arrangements to receive, check and store confidential question papers and examination material safely and securely. 
24. Maintain the confidentiality and security of candidates’ responses and dispatch scripts according to requirements
25. Ensure that the special consideration process is implemented appropriately, in conjunction with the Deputy Headteacher 

After examinations

26. Ensure candidates and relevant internal stakeholders are aware of processes, key dates and deadlines in relation to the issue of results and the arrangements for post-results services
27. Effectively use internal and external IT systems to access and manage awarding body results information
28. Understand awarding body results indicators and provide support in accessing results reports/analysis tools
29. Manage and administer the receipt, distribution and retention of examination certificates according to regulations

Responsibilities

30. 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.
31. Be aware of and support difference and ensure equal opportunities for all.
32. Contribute to the overall ethos/work/aims of the school.
33. Appreciate and support the role of other professionals.
34. Attend and participate in relevant meetings as required.
35. Participate in training and other learning activities and performance development as required.

It is expected that the post will take an average of 32 hours per week during term time, although the distribution of these hours will be uneven. It is expected that the post holder will have to spend extra hours on examination work leading up to the summer exam season. 
This Job Description is not exhaustive and other duties and responsibilities of a similar level and nature may be required from time to time.

	Health & Safety:
The Health & Safety at Work Act 1974 and amendments state it is responsibility of all employees to comply with Health and Safety Law. The post holder will be required to attend all statutory Health & Safety training as directed.
Confidentiality:
Staff and Pupil information is confidential. It is a condition of employment that any employees will not use or disclose any confidential information obtained during the course of their duties to any person or body other than as directed by their Line Manager.
This Job Description may be subject to change according to service needs, changes will be made in consultation with post holder.

	This post requires an enhanced DBS check.












[bookmark: _GoBack]
	PERSON SPECIFICATION

	POST TITLE: Exams Officer

	Attribute/Criteria
	Essential
	Desirable

	Education/Qualifications/Training
	This will include
· GCSE grade 4 or above or equivalent qualification in literacy and numeracy 
· NVQ 4 or equivalent qualification OR experience in a relevant discipline
	This may include


	Knowledge & Experience
	This will include
· A working knowledge of exam regulations
· A willingness to complete the Exams Officer Professional Standards on an annual basis
	This may include
· Previous experience in a similar role/previous experience of organising the public Examination process
· Working knowledge of SIMs package
· Previous experience managing a team of staff

	Skills & Abilities
	This will include
· Effective use of ICT and other specialist equipment/resources
· Ability to work accurately and to deadlines and manage own time effectively
· Ability to maintain confidentiality
· Sound organisational skills
· Ability to communicate clearly both verbally and in writing
	This may include


	Personal Qualities
	This will include
· Work in an organised and methodical way
· Be approachable and empathetic    
	This may include




The Selection Process
	
Criteria
Essential criteria as identified by the person specification must be met in full.  This includes qualifications, experience and any other requirements need to perform the role in relation to working with children and young people.

To be successful, you will need to demonstrate during the recruitment process that you have these criteria.

Assessment of suitability to work with children
During the selection process your suitability to work with children and young people will be tested.  This will be by means of specific questioning based on the essential and desirable criteria identified in the person specification as well as specific safeguarding questioning at interview.

Anomalies
Upon shortlisting any discrepancies or anomalies in the information provided or issues arising from references will be discussed at interview.  

This may include unexplained gaps in employment history.

	
	
Verification 
Keswick School MAT will contact current and previous employers if you are shortlisted as part of the pre-appointment check.
 
Safeguarding
Keswick School MAT is committed to safeguarding and promoting the welfare of all children and young people.  There is an explicit expectation that all employees share this commitment and adhere to all safeguarding policies and procedures.

Sources of assessment
· Application form
· Performance at interview
· Verification of qualification.
· Original documents are required to be presented at interview when they are identified as essential criteria.















Equal Opportunities
	
It is the intention of Keswick School MAT that no member of its community will suffer unfair discrimination on the basis of their sex, age, racial origin, physical ability, educational need, sexual orientation, political persuasion or religious creed. Whether they are married or in a civil partnership, pregnant or on maternity leave or propose to, have started or have completed a process to change their gender.

Curriculum

All aspects of the curriculum will be developed in ways that avoid the exclusion of particular groups or individuals for other than sound education reasons.

Behaviour

We expect behaviour to always be impeccable.
Intimidating or insulting language will not be tolerated.
 


	
	
Staffing

In recruiting staff, Keswick School MAT will ensure that its practices do not discriminate against candidates or potential candidates in ways that are unconnected with their ability to perform the duties of the post.

Since young people see staff as role models every effort will be made to ensure that equality of             opportunity is seen to operate at all levels in all areas of staffing.
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