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	KING EDWARD VII SCHOOL and LANGUAGE COLLEGE

JOB DESCRIPTION



	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	King Edward VII School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SERVICE AREA


	KING EDWARD VII SCHOOL 

	POST TITLE
	Examinations Administrator

	SALARY RANGE
	Grade 4 (BS2.5)

	RESPONSIBLE TO
	Examinations Administration Manager

	RESPONSIBLE FOR
	Not Applicable

	HOLIDAY AND SICKNESS RELIEF
	Other members of the Exams/Data/Administration teams

	PURPOSE OF JOB
	To assist with the co-ordination and administration of the public examinations process.

To assist with the internal and external examinations process.

	JOB DESCRIPTION FOR POST OF:-  EXAMINATIONS ADMINISTRATION OFFICER

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


King Edward VII School is a very large 11-18 comprehensive School operating on two sites. The provision and continuing development of the School’s Examination systems is fundamental to its future effectiveness and success. 
DUTIES

Examinations

1. To provide and maintain administrative and organisational assistance to the Examinations Manager including filing, photocopying, stationery levels and other clerical duties.

2. Processing of letters, internal memos, reports etc, as and when required.

3. In the event of the absence of the Examinations Manager, to take responsibility for issues concerned with the smooth running of external, public examinations, in conjunction with Senior Invigilators and internal examinations with key staff.
4. Train new invigilators, and existing invigilators as required

5. To assist with the creation of the public examination timetable for the whole academic year

· Liaise with examination boards and the Examinations Manager
· Communicate timetables with School staff and students
6. To assist with examination entries

· Assist in the data inputting into mark sheets for actual entries into examinations

· Carry out any necessary amendments

· Assist into ensuring entries are made within timescales and deadlines

· Assist in the administration for coursework arrangements

· Assist with any special arrangements

· Liaise with SENDCO regarding access arrangements for students

7. To assist in the co-ordination of the examination sessions

· Assist in the preparation and distributing student timetables

· To be responsible for the allocation of exam invigilators in line with Examination timetables

· To assist with the provision and storage of exams stationery, equipment and other resources

· Ensure the successful distribution of invigilators to their allocated rooms for invigilation on each morning and afternoon session on the day of exams

· Assist in the distribution of conduct and expectations information to candidates through registers
· Assist in examination room preparation

· Inputting of data in relation to applications for access arrangements in line with regulations and guidance

· Assist in checking exam papers against attendance registers
· Assist in packaging scripts and making them available for collection within deadlines

· Assist in ensuring secure receipt and confidentiality of all examination documents and materials
8. To assist with the examinations results process
· Assist with the administration prior to and on results day
· Prepare documents to brief the candidates and staff as instructed by senior staff responsible for the examinations process
· Ensure records are kept up-to-date and secure
· Assist with the initial analysis of the results as required

· File certificates from the Examination Boards into student envelopes ready for presentation evenings

9. Assist with the internal examination process

· Assist staff in the preparation of these exams

· Assist with the internal examinations timetable
· Assist in the administration for the allocation of examinations invigilators in line with the timetable
Miscellaneous Duties

1.
To be willing to undertake training and professional development as required of the post.
2.
To attend relevant network meetings as and when required.

3.
Any other duties and responsibilities that do not change the character and purpose of this post as may be required by the Headteacher

The post holder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

 Person Specification

	Examinations Administrator

	Method of
Assessment 
	Essential
	Desirable

	Qualifications, Education & Training
	
	
	

	4 GCSEs or equivalent, incl. English and Maths
	A
	*
	

	ECDL or similar computer based qualifications
	A
	
	*

	Willingness to undergo further, specific training
	A/I
	*
	

	Evidence of commitment to continuing personal and professional development
	A/I/R
	
	*

	Relevant Experience
	
	
	

	Experience of working with proprietary databases, spreadsheets and word processing packages
	A/I/R
	*
	

	Experience of working in a school, or other busy office environment
	A/I/R
	
	* INCLUDEPICTURE "http://wwwnotes2.leeds.ac.uk/icons/ecblank.gif" \* MERGEFORMATINET 

	Experience of working in a supportive role to management
	A/I
	*
	

	Proven track record of organisational ability
	A/I
	
	*

	Experience of working with Microsoft Office and/or SIMS.net software
	A/I
	
	*

	Knowledge and Skills
	
	
	

	Awareness of professional development needs for both the short and medium term.

 
	A/I


	*


	

	Organisational Skills
	A/I
	*
	

	Ability to communicate effectively in a variety of situations.


	A/I
	*
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	An understanding of the current English secondary school examination system 


	A/I
	
	*

	An understanding of, and a commitment to the promotion of health and safety in the workplace 


	I
	
	*

	Personal Characteristics
	
	
	

	Methodical, well organised and able to prioritise

To be friendly, approachable and non judgemental and engage constructively with young people from a variety of backgrounds

Self motivated, enthusiastic and able to work on own initiative when appropriate

Able to work within the Administrative Team, on a variety of tasks as required

Dependable

Flexibility, sociability and good humour 

Able to communicate, both verbal and written with a range of young people and adults, using non technical language

Patient, helpful and pleasant manner

Energetic and enthusiastic
Able to work as part of a team
Ability to self-motivate and work independently
Able to work to strict deadlines

Good organisational skills

Capable of working under reasonable pressure
	A/I/R

A/I/R

A/I/R

A/I/R

A/I/R

I

A/I/R

I

I

A/I/R

A/I/R

A/I/R

A/I/R

I
	*

*

*

*

*

*

*

*

*

*

*

*

*

*
	

	Special Requirements/Working Conditions

Will be required to lift quantities of exam papers and scripts on occasion

Willingness to work beyond standard hours during busy periods
	
	
	

	Medical clearance 

DBS clearance

Compliance with the School’s policies 

including health and safety policies
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*A – Application
I – Interview

R - References
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