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JOB DESCRIPTION
DIVISION:
Gosforth Academy
POST TITLE:
Examinations Officer
GRADE:  
N5
RESPONSIBLE TO:
Assistant Director of Data and Performance Services
RESPONSIBLE FOR:
N/A

JOB PURPOSE: 

To support the Principal in ensuring that the centre is compliant with the JCQ regulations and awarding body requirements in order to ensure the security and integrity of the examinations/assessments at all times and providing comprehensive administrative support within the Exams team.
 MAIN DUTIES:


This list is typical of the level of duties expected of the postholder.  It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time.

Examination Duties

Before examinations

· Maintain and develop systems to manage and coordinate all aspects of the exams administration process

· Research and understand qualifications and how they are assessed

· Identify and access relevant support available from external stakeholders (Awarding bodies/JCQ/Network group/The Exams Office etc.)

· Comply with JCQ and awarding body regulations, guidance and instructions and keep abreast of developments/changes/updates

· Oversee and manage appropriate access rights for relevant internal stakeholders using JCQ and awarding body online tools

· Manage own time effectively to ensure key tasks are undertaken and external key dates and deadlines are met (Achieved by creating and working to an annual exams plan)

· Communicate clear internal deadlines and processes for gathering/sharing exam-related information from/with relevant internal stakeholders

· Brief candidates/staff/parents/carers on examination regulations and requirements

· Actively support the head of centre in co-operating with the JCQ Centre Inspection Service, an awarding body or a regulatory authority when subject to an inspection, an investigation or an unannounced visit

· Support the Special Educational Needs Coordinator (SENCo) (or equivalent role) in implementing examination access arrangements and reasonable adjustments for eligible candidates (processing approval applications and requesting modified papers by the published deadlines)

· Observe the awarding bodies’ published terms, conditions and processes for the registration or entry and withdrawal of candidates for their examinations/assessments 

· Register or enter candidates for an examination or assessment in accordance with the awarding bodies’ published procedures and published deadline for that qualification

· Implement processes and liaise with relevant internal stakeholders to gather correct entry information to internal deadlines implementing strategies to avoid late (or other penalty) fees

· Maintain required identifiers for each candidate entered for an examination/assessment and enter candidates who are on roll at the centre as internal candidates

· Verify the identity of all students that are entered for examinations/assessments

· Effectively use internal and external IT systems to submit and manage awarding body registration and entry data

· Liaise with Finance to ensure fees are paid as instructed and at the time specified by the awarding bodies

· Submit any applications for transferred candidate arrangements in accordance with the awarding body requirements

· Liaise with relevant internal stakeholders to ensure final entries/registrations that have been submitted to an awarding body are regularly monitored, submitting timely changes (amendments/withdrawals) to ensure candidates take the correct papers at the correct time and enabling awarding bodies’ to deliver accurate results to the centre

· Manage the arrangements for the timetabling, rooming, seating, resourcing and invigilation of examinations in accordance with the regulations

· Ensure all candidates are notified of their examination entries and the dates and times of their examinations/assessments in accordance with the regulations

· Ensure all candidates are aware of the JCQ and awarding body information and regulations regarding the conduct of their examinations/assessments in advance of these taking place

· Confirm relevant internal stakeholders complete administrative tasks associated with centre assessed work in an accurate and timely manner in accordance with the requirements of awarding bodies and moderators

· Support the Special Educational Needs Coordinator (SENCo) (or equivalent role) in implementing examination access arrangements or reasonable adjustments for eligible candidates (appropriate arrangements for rooming, resourcing, facilitation, invigilation etc.)

· Effectively manage arrangements for the secure storage and dispatch of examination scripts for marking

During examinations

· Effectively manage the conduct of examinations in accordance with JCQ regulations and/or awarding body rules

· Ensure all exam accommodation is prepared in accordance with the requirements 

· Manage emergency access arrangements for eligible candidates as the need may arise during exam time

· Maintain the confidentiality and security of candidates’ responses and dispatch scripts according to the requirements

After examinations

· 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

· Effectively use internal and external IT systems to access and manage awarding body results information

· Understand awarding body results indicators and provide support for relevant internal stakeholders in accessing results reports/analysis tools 

· Effectively use external IT systems to administer post-results services in accordance with the regulations to the published deadlines
· Manage and administer the receipt, distribution and retention of examination certificates according to the regulations

Other
· Undertake training, update or review sessions as required

· Undertake other duties appropriate to the grade and responsibilities of the role as may be required by the Principal, for example:

· the preparation for and conduct of internal examinations under external examination conditions

· other exams-related administrative tasks

Administrative Duties

1
Create and maintain records, organise meetings, responding to and answering inquiries including by email, letter, maintain office systems and diaries, etc.

2 Ensure that office machinery/equipment, stationery and other office consumables (including basic maintenance of equipment) are ordered in accordance with purchasing procedures.

3 Provide reprographic services to staff as required.

4 Respond to enquiries, verbally and in writing, arising from a variety of sources and decide on subsequent action.
5 Responsible for preparation and design of a range of Academy documentation including contributing to website, development and design, and liaising with graphic designers, printers and online providers as required. 
6 Collate pupil’s reports as required.
7 Assist in the training of, demonstration of duties to, and giving support, to staff invigilators and volunteers.
8 Collecting, accounting for, reconciling and security of petty cash, dinner money, school fund and/or other amounts of cash/expenditure, cheques etc in accordance with Financial Regulations.
9 Liaise with staff, pupils and parents as appropriate to meet the requirements of the academy including the provision of Exams.
10 Promote and implement the School's equal opportunities policies in all aspects of employment and service delivery.
11 The postholder will have responsibility for promoting and safeguarding the welfare of children and young persons s/he is responsible for, or comes into contact with.
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