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Job Description

	Post Title:
	Examination Officer

	Reporting to:  
	Assistant Headteacher – Data and Curriculum

	Location:  
	St.Wilfrid’s Catholic High School & Sixth Form College

	Grade:  
	G6

	Service Area:  
	Curriculum Support Team

	Overall Purpose of the Post:

To support the effective delivery of the Curriculum Support Team function

including:

· Administration of internal and external examination functions with the school
· Support and maintain the schools MIS

	Date of last review:
	December 2023


	Knowledge, skills and experience requirements for the post

	
	Essential
	Desirable

	Qualifications/ Training
	· GCSE in English and Maths grade C (4) or above
	· Relevant Level 3 or above qualification

· MIS Exam Organiser
· MIS Assessment Training

	Skills/ Knowledge
	· Knowledge of MIS packages 

· Excellent working knowledge of Microsoft Office packages to support the Curriculum Support Team function

· Knowledge and understanding of the potential of ICT as a tool to improve efficiency and communication.

· Excellent technical and organisational skills, with good attention to detail.

· Ability to present data.

· Excellent numeracy, literacy, interpersonal and communicative skills.

· Ability to work successfully under pressure and to tight deadlines, prioritizing effectively.

· Ability to use IT and specialist equipment. 

· Ability to work on own initiative.
	  

	Experience
	· Experience of exams, assessment and data management.

· Experience of working in a busy and pressurised environment.

· Experience of operating/maintaining a Management Information System.

· Successful experience of dealing with a range of complex and routine office tasks.  
	  


	Responsibilities and accountabilities
Main Duties:

To effectively manage, administer and monitor aspects of internal and external examination process and procedures according to the needs of the school. Ensuring all students are treated fairly and have the best opportunity available to complete examinations. Whilst adhering to JCQ inspection requirements and regulations.

All staff working in the Curriculum Support Team are required to work flexibly to provide cover for the priority work of absent colleagues or vacancies. Training for such cover shall be arranged via performance management in advance wherever possible. All such cover work shall be commensurate with the grade of the post holder providing the cover.

Exams Core Duties:

· Be the point of contact for exam boards throughout each academic year.

· Keep abreast of qualification developments and strategically plan for change. Inform senior leaders about reforms and changes in examination patterns and/or systems.

· Responsible for annual monitoring of the schools compliance with JCQ examination regulations to inform the annual development and review of exam policies in line with JCQ regulations on. Maintain records to support this process, reporting to the Assistant Headteacher – Data & Curriculum.
· Maintain examination paper security systems and storage to meet JCQ inspections requirements and regulations. Reporting any issues or concerns to the the Assistant Headteacher – Data & Curriculum.

· Accompany the JCQ Inspector on their annual unannounced visit and assist in the inspection as required. Informing the Headteacher of the outcome.
· Collate and create an annual school internal and external examination calendar from the dates provided by exam boards for required qualifications. Maintain the calendar and communicate deadlines and events. Liaise with and provide information to SLT.

· Maintain a detailed and accurate MIS Exams Organiser of qualifications, entries and results, including student registrations for required courses.

· Responsible for the completion of exam processes and procedures for internal and external exams for all subject examinations including practical tests/examinations. 

This includes all processes and procedure associated with exam entries, student timetables, venue and seating plans, preparation of the exam room, conducting an examination and liaising with the appropriate staff for each process.

· Supervision and training of exam invigilators, including rota creation, for all internal and external examinations, ensuring correct staffing levels meet the exam regulations. Booking and time sheet checks prior to submission to the Curriculum Manager for authorisation.
· Responsible for the receipt, recording, sorting and distribution of internal and external examination papers, ensuring security regulations are adhered to.

· Responsible for the online processing of access arrangement applications and administration to meet strict deadlines. Liaising with the SENCO to provide supporting evidence. Maintain an accurate record of applications, outcomes and supporting evidence to meet JCQ inspection requirements and regulations.

· Communicate and liaise with students, parents and necessary staff regarding operational procedures as appropriate.

· Responsible for the collation and packaging of all complete external exam papers, completion of attendance records and arranging collection, ensuring security regulations are adhered to.

· Maintain and administer all post-results enquiries from students, parents and staff, making applications and copy script requests, ensuring accurate records are kept.

· Responsible for examination result processes and procedures relating to exam result days on exam board published result dates, KS4 and KS5. Including the preparation of the MIS prior to published result dates and preparation of required reports and distribution, liaising with senior leaders.

· Responsible for the receipt, checking and collection of KS4 and KS5 exam certificates, ensuring records are accurate. Report any discrepancies to the appropriate exam board and Curriculum Support Manager.

· Process post examination applications for special consideration, liaising with Assistant Headteacher – Data & Curriculum and the Curriculum Support Manager, as required.

· Responsible for the administration of coursework procedures, collation of marks and sending sampled work to moderators by a specified deadline.

· Responsible for the collation, organisation and administration of requested resits and re-mark application procedures, liaising with necessary staff and students. Including the collection of fees and submitting fees to the Finance Department.
· Provide information regarding any allegations of malpractice received from exam boards under the direction of the Head of Centre and Assistant Headteacher – Data & Curriculum.
· Attend Assemblies to brief students on important exam issues and procedures.
· Attend exam board training sessions as and when required provided by TEO and individual exam boards.
· Supervise and assist curriculum support assistant with examination tasks.
Carry out other duties commensurate with the grade (or below) of a post, as directed by the line manager, Senior Leaders or their representatives.

  


	Responsibilities for resources



	People:  

Casual contracted staff supervision:

· x1 Senior Invigilator Grade 5

· x25 Exam Invigilators Grade 4

Budgets: 0

  Physical Resources: 0




	Characteristics of the post:
Employees are encouraged to participate in training activities in order to enhance their own personal development.

· All employees of the school have a responsibility for promoting and safeguarding the welfare of children and young people. 

· Be aware of and comply with policies and procedures relating to child safeguarding, health and safety, data protection, security and confidentiality, reporting all concerns to an appropriate person.

· Contribute to and uphold the overall ethos/work/aims of the school.

· Follow and uphold the Trust Code of Conduct.

· Attend relevant meetings as required.

· Treat all users of the school with courtesy and consideration. 

· Support the role of other professionals in school.

· To be flexible in approach and be available to work outside normal hours as and when required.

· Participate in training and other learning activities and performance development as required.

· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all.

The employment checks required of this post are:

· Evidence of entitlement to work in the UK

· Evidence of essential qualifications 

· Satisfactory references

· Evidence of a satisfactory safeguarding check e.g. An Enhanced CRB Disclosure

· A List 99 check

· Confirmation of medical fitness for employment
  

	Date completed:   
	December 2023


