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Job Description and Person Specification
Assistant Exams Officer




Headteacher Spring 2015





	
Job Description

Our whole school is committed to safeguarding and promoting the welfare of children and young adults and expects all staff and volunteers to share this commitment.


	
Post title:

Hours of work:

Remuneration:

Responsible to:

	
Assistant Exams Officer 

Full or part time

£25,000

Exams Officer

	
Main Responsibilities:
	
As Assistant Examinations Officer, you will support the effective administration and delivery of all internal and external examinations, ensuring full compliance with Joint Council for Qualifications (JCQ) regulations and awarding body requirements.

Your responsibilities will include:

· Supporting the Examinations Officer in the planning, organisation and delivery of all examinations throughout the academic year 
· Assisting with the preparation and distribution of examination timetables, seating plans and candidate information 
· Supporting the organisation and set-up of examination venues, ensuring all materials and equipment are prepared accurately and in advance 
· Assisting with the secure receipt, logging, storage and distribution of confidential examination materials in line with regulations 
· Supporting the supervision and smooth running of examination sessions where required 
· Assisting with the secure collection, checking, packing and dispatch of completed examination scripts 
· Maintaining accurate examination records, attendance registers and documentation in line with regulatory requirements 
· Acting as a point of contact for examination-related queries from students, staff and parents, responding in a professional and timely manner 
· Supporting post-results processes, including the distribution of results, certificates and enquiries about results 
· Working closely with the SENCo and SEND team to support the implementation of access arrangements for eligible students 
· Undertaking relevant training and keeping up to date with JCQ regulations and examination procedures 
· This role requires a high level of accuracy, organisation and confidentiality at all times.


	
Monitoring, Assessment, Recording, Reporting, and Accountability

	
· To be responsible for the processes of identification, assessment, recording and reporting for the pupils in their charge.
· To contribute towards the implementation of Individual Pupil Profiles, particularly the planning and recording of appropriate actions and outcomes related to set targets in liaison with the SENCO.
· To assess pupils’ work systematically and use the results to inform future planning, teaching and curricular development.
· To be familiar with statutory assessment and reporting procedures and to prepare and present informative, helpful and accurate reports to parents.
· Keep an accurate register of pupils for each lesson.  Unexplained absences or patterns of absence should be reported immediately in accordance with the School policy.


	Professional Standards & Development




	
· Maintain confidentiality at all times, particularly regarding examination materials and student data.
· Uphold the values and ethos of Sherrardswood School.
· Comply with school policies including safeguarding, data protection and health and safety.
· Establish effective working relationships with colleagues.
· Participate in training and development activities as required.
· 



	
Person Specification	

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	
	Essential
	Desirable
	Method of 
assessment

	Qualifications
	Good standard of education including English and Mathematics.
	Relevant administrative qualification.
	Application / Certificates

	Experience
	Administrative experience; handling confidential information.
	School or examinations experience.
	Application / Interview / References

	Skills
	Organised, accurate, calm under pressure, good IT skills.
	Use of MIS or exam systems.
	Application / Interview

	Knowledge
	Understanding of confidentiality and willingness to learn exam regulations.
	Knowledge of JCQ regulations.
	Application / Interview

	Personal Qualities
	Reliable, professional, team-oriented, committed to safeguarding.
	Interest in education.
	Application / Interview
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