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JOB DESCRIPTION 

	SCHOOL/SERVICE:
	Gosforth Academy

	POST TITLE:
	Examinations Manager   

	GRADE:
	N7

	RESPONSIBLE TO:
	Principal

	RESPONSIBLE FOR:
	N/A

	JOB PURPOSE:
	To manage the administration of both the public and internal examinations system and to supervise the conduct of examinations in accordance with the regulations issued by the Joint Council for Qualifications. Maintain records of examination results and produce data reports as and when required.


	MAIN DUTIES:
	The following is typical of the duties the postholder will be expected to perform. It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.



1. 
Management of the examinations office and the supervision of staff to ensure all procedures are followed within the Academy including security and software systems as required within the school.
2. 
To contribute to the development, implementation and review of the school's Examination Policy and advise the Senior Leadership Team on changes to external regulations.
3. 

Day to day communication with the examination boards regarding entries, withdrawals, amendments, results etc.
4. 
Prepare, manage and submit all examination entries for SATS, GCSE, BTEC,WKS, PL,AS,  A2   and other examinations, complying with individual board regulations and deadlines.
5. 
Liaise with Curriculum Leaders and Senior Leadership regarding entries/amendments/withdrawals.
6. 
Prepare the external examinations timetable to include the management of rooming and special consideration arrangements. Communicate with staff, students and parents to ensure an efficient management of the arrangements.
7. 

Organise the booking and setting up of suitable locations for examinations and controlled assessments in accordance with JCQ regulations and awarding body requirements. Create and save seating plans for candidates.
8. 

Liaise with the SENCO to ensure all applications for special arrangements/requirements for candidates are processed and special arrangements are carried out according to the Joint Council regulations.
9. 

Ensure the receipt and safe storage of examination papers and despatch of completed scripts, coursework, estimated grades and coursework marks. Order and prepare stationery for examination purposes.
10. 

Manage the completion of all 'Special Consideration' forms in liaison with subject teachers.
11. 

Ensure the day to day running of the examination period is carried out in an efficient manner and that all Joint Council regulations are adhered to.
12. 

Liaise with Curriculum Leaders and prepare all timetables for internal examinations.
13. 

Organise effective invigilation of examinations including the recruitment, training and management of an invigilation team.
14. 

Manage the examinations results service to students during August and throughout the year as required.  Give advice to students and staff regarding re-marks, re-sits and answering any other queries.
15. 

Compile and co-ordinate the publication and distribution of results. Collating and distributing examination certificates.
16. 
Monitor the examinations budget, liaising with finance department where necessary.
17. 
To promote and implement the School's Equality Policy in all aspects of employment and service delivery.

