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Whitby Community College

JOB DESCRIPTION

Job Title:
Examinations Officer

Job purpose:
a) 
To be responsible for all day to day administration of internal examinations and units of accreditation. 

b) To be responsible for administration relating to external examinations, in accordance with exam board regulations and College policy.

c) To respond systematically to developments in the examinations system from an administrative point of view, drawing issues to the attention of subject staff as appropriate.

Responsible to:
Deputy Headteacher 

Main duties and responsibilities

Working in liaison with subject staff where appropriate, and under the leadership of the Deputy Headteacher, to be responsible for:

· Examination entries administration (collecting the data, ensuring that it is checked by teaching staff, submitting to the examination boards).

· Receipt, checking, secure storage and arranging for secure distribution of all examination stationery and examination papers.

· Compiling all exam timetables and ensuring that they are checked and distributed as appropriate.

· All administration in connection with coursework (other than that which is the responsibility of Subject Leaders and teaching staff).

· All administration and practical arrangements including invigilation (in liaison with other teaching and support staff as appropriate) for examination sessions.

· Ensuring that all coursework administration and examination scripts are checked and posted.

· Arranging for the receipt and distribution of examination results, in liaison with teaching and support staff as appropriate.

· Assisting with publication and analysis of results.

· Use of software to maintain accurate records and assist with exam entries, receipt of results and statistical analysis of results.

· All administration of examination certificates and their distribution; maintaining archive of exam results and unclaimed certificates.

· Assistance to students, parents and teaching staff with regard to enquiries about examination arrangements or similar matters.

· To brief invigilators about exam regulations and procedures, and teaching staff about other aspects of examination procedure and administration. 

· To assist the Deputy Headteacher in the training and induction of invigilators. 

· To collect and process requests for special consideration and special arrangements.

· Checking returns for the Department for Children, Schools and Families.

· Communication with exam boards.

· Compiling and distributing internal exam timetables in liaison with the Deputy Headteacher. 

· To arrange for the release and distribution of examination results. 

· Any related additional duties as may be required from time to time by the Headteacher. 

These responsibilities relate to all examinations offered by the College, now or in the future, in connection with full time or part-time students of any age. This encompasses a wide range of examinations, including GCSE, BTEC, GCE AS and A2 Levels, Science Module Tests, Diplomas and vocational qualifications, trial examinations and a range of entry level qualifications. 
Other

1. To participate in professional development as required by the Professional Development Co-ordinator.

2. To be committed to the responsibility of safeguarding and promoting the welfare of young people. 

________________________________________________________________________________
Examinations Officer Person Specification
	Criteria
	Essential
	Desirable
	Evaluation method

	Knowledge (including experience & qualifications) 

	Knowledge of working in education and examinations  and exam board available
	(
	
	App form; interview; work trial

	Previous work in a school
	
	(
	App form

	Good level of numeracy and literacy evidenced by C or above at GCSE or equivalent; or willingness and ability to undertake these qualifications
	(
	
	App form; interview

	An understanding of the Data Protection Act and the need for confidentiality of personal information and exam papers
	(
	
	Interview; work trial 

	Skills 

	Good ability to use a range of IT software programmes  and management information systems
	(
	
	App form; interview; work trial

	Excellent levels of communication including proven verbal and written skills
	(
	
	App form; interview; work trial

	Ability to liaise with staff at various levels
	(
	
	Interview; work trial

	Ability to work to deadlines and under pressure
	(
	
	App form; interview; work trial

	Ability to use own initiative
	(
	
	App form; interview; work trial

	Ability to collate information and share appropriately with different audiences
	(
	
	App form; interview; work trial


Continued . . . 

	Logical and methodical 
	(
	
	App form; interview; work trial

	Attributes 

	Willing to undergo training to learn new systems and/or processes 
	(
	
	Interview; work trial

	Be able to work as both part of a team (with invigilators) and independently 
	(
	
	App form; interview; work trial

	Ability to work in a proactive manner and prioritise duties effectively
	(
	
	App form; interview; work trial

	An clear understanding of the need for confidentiality in various aspects of the role
	(
	
	Interview; work trial

	Resilience and a sense of humour in times of pressure
	
	(
	App form; interview; work trial

	A commitment to the safeguarding and welfare of young people. 
	(
	
	App form; interview; work trial

	Willingness to take part in the College's Performance Management process and line manage others (exam invigilators)
	(
	
	App form; interview; work trial



































Required for April, Full-time (37 hours per week), Term Time Only 


NY Band 8, points 22 – 25 


(£16,557.81 - £18,572.21) 





This vacancy arises due to a change in family circumstances for the existing postholder, who has set up excellent administration systems for this vital role. The post provides an excellent opportunity to be involved in a crucial area of young people's academic achievement. The main responsibilities include:  


(	collating and submitting exam entries in liaison with staff and exam boards to specified deadlines


(	making arrangements for the invigilation of exams and provision for special arrangements, including allocating readers and scribes


(	producing, checking and distributing exam timetables  


(	ensuring coursework and exam scripts are checked and posted according to exam board instructions, along with ensuring adherence to other specified exam board procedures


(	assisting with the collation and distribution of results, including additional work during the holidays, particularly in August for results’ days; this can be taken as time in lieu during quieter periods during time term with prior agreement 


Criteria for applicants: good computer skills, attention to detail, excellent organisation and time-management skills, the ability to work under pressure and provide a high level of customer service. Full training will be provided on induction. Candidates will be expected to spend at least half a day working with the current postholder as part of the recruitment and selection process. All candidates must be CRB checked and are expected to be committed to the safeguarding and wellbeing of young people. 


Please telephone or email the College to arrange a mutually convenient time to meet the Exams Officer if you wish to apply





CLOSING DATE FOR APPLICATIONS:  	MONDAY 29 MARCH 2010
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W h i t b y   C o m m u n i t y   C o l l e g e


Prospect Hill, Whitby, North Yorkshire, YO21 1LA


Tel: (01947) 602406  Fax: (01947) 821169


Website: � HYPERLINK "http://www.whitbycc.co.uk" ��www.whitbycc.co.uk� / post@whitbycc.co.uk


Headteacher: Keith Prytherch
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