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	JOB DESCRIPTION

	CHILDREN YOUNG PEOPLE AND FAMILIES PORTFOLIO
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	BENTS GREEN SCHOOL

	POST TITLE
	BUSINESS SUPPORT OFFICER – EXAMS & ADMIN

	ROLE PROFILE
	BS2.5

	TOOLKIT JOB REF NUMBER
	ToolkitJD-4c

	GRADE
	4 (inclusive of JWCs)

	RESPONSIBLE TO
	Line Manager as defined in staffing structure

	RESPONSIBLE FOR
	As defined in staffing structure

	HOLIDAY AND SICKNESS COVER
	Other members of the Administration Team

	PURPOSE OF JOB
	RESPONSIBILITY FOR THE EFFECTIVE ADMINISTRATION OF EXAMINATIONS 
PROVIDE SUPPORT/ OPERATION OF SCHOOL ADMINSTRATION SYSTEMS AND PROCEDURES

	RELEVANT QUALIFICATIONS AND EXPERIENCE
	Minimum Level 2 or equivalent qualification 
Excellent numeracy/literacy skills


	JOB DESCRIPTION FOR POST OF:- BUSINESS SUPPORT OFFICER – EXAMS/ADMIN

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder 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.

Specific Duties/Responsibilities:

Examinations

1. Liaise with Examination Boards regarding timetables and requirements for examinations.

2. Undertake as required the arrangements for internal examinations.

3. Develop systems to collect data for examination entries from relevant teaching staff.

4. Compilation of student entries into relevant Examination Boards where appropriate.

5. Ensure deadlines are met for submission of entries and coursework.

6. Receipt and security of all examination papers and materials, adhering to    examination board regulations.
7. Prepare and distribute examination timetables (individual and complete) to students and staff.

8. Prepare Examination seating plans.

9. Plan to ensure Examination Board regulations are adhered to.

10. Arrange for invigilators in line with examination requirements and undertake invigilation where necessary.

11. Ensure all relevant copies of regulations/timetable/seating plans are posted outside examination spaces each day.
12. Liaise with Facilities Manager to arrange furniture for examinations.
13. Ensure all relevant examination papers are collected and returned to Exams Officer by Chief Invigilator/Responsible Person immediately following completion of examination.

14. Check and collate scripts following each external examination and arrange packaging/posting to Examination Boards.

15. Management of postage float – obtained from Finance Officer.

16. Ensure that a register of absentee students is lodged with Admin to enable contact with student.

17. Check accuracy of all charges for external examinations as necessary.
18. Arrange as necessary for the receipt and distribution of results and certificates.
Assessment & Reporting 

1. To work with the Responsible Person for assessment to identify the student assessment data needs of the school and the most effective way of meeting these.

2. Ensure the accuracy and currency of assessment data held within the ICT system.

3. Develop systems for the collation of data both timely and efficiently, in line with the school calendar, assessment, recording and reporting schedules.

4. Ensure that all assessment grades are inputted onto the relevant software package.

5. Ensure that all deadline dates are met for assessment grades.

6. Manage collation/timetable for completion of ROA and student reports and distribution to parents.

7. Prepare documentation for staff in line with an agreed timetable.
8. Liaise with senior staff to undertake the analysis of data for specific purposes and prepare reports with any necessary exporting of data between MS excel and SIMS Assessment Manager.

9. Develop a questioning approach to analysing data to further develop the range of reports available to staff.

Whole School Support

1. To work as part of the Administration Team, providing support, and operating school administration systems and processes.
2. Undertake training as and when appropriate and required.

3. Participate in Appraisal and performance systems.

4. Attendance at Support Staff meetings.
General

To ensure GDPR and licensing arrangements are adhered to whilst carrying out duties
To undertake any necessary courses and training as appropriate for the post.
To work flexibly when necessary.

To contribute to the overall ethos/work/aims of the school.

Any other duties and responsibilities appropriate to the grade and role.
All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies (and/or Policies adopted by the School Governing Body), Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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