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Job Description - Examinations Officer

The Futures Trust and Stoke Park School are committed to safeguarding and promoting the welfare of
Children and Young People, and require all staff and volunteers to share this commitment.

Responsible to | Senior Leader with designated responsibility

Grade Grade 5 pro rata salary is £19,608- £24,521 per annum

37 hours per week term time plus 3 weeks (41 weeks per year) of which 5 days

Hours must cover the results period in August

Based at Stoke Park School with a requirement to travel to undertake work at or

Location for schools within the Trust

Job Purpose

To lead the delivery of all internal and external examinations for the School, ensuring full compliance
with Awarding Body requirements, and that students are able to achieve their best in national
qualifications, by being responsible for the planning, preparation and administration of examinations.

Duties and responsibilities:

Under the guidance of the School’s Senior Leadership Team and with support from colleagues in School
and from across The Futures Trust:

Before examinations/Synoptic Assessments
Planning:

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

¢ Research and understand qualifications and how they are assessed

e |dentify and access relevant support available from external stakeholders (Awarding bodies/JCQ
(Joint Council for Qualifications) /Network group/The Exams Office etc.)

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

o Effectively use JCQ and awarding body online tools where required (e.g the Centre Admin Portal
(CAP), secure extranet sites)

¢ Oversee (as the main administrator) and manage appropriate access rights for relevant internal
stakeholders using JCQ and awarding body online tools

e 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)

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

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

e Actively support the Headteacher 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

e Annually confirms the information required by the National Centre Number Register (as
administered by OCR on behalf of the JCQ) and informs of any changes to centre status
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¢ Manage arrangements to receive, check and store question papers and examination material
safely and securely at all times and for as long as required in accordance with the regulations

e Support the Headteacher in managing Conflicts of Interest by informing the awarding bodies to
timescale and recording the measures taken to mitigate any potential risk to the integrity of the
qualifications affected.

e Contribute to the creation/review/update of numerous exam-related policies as required by the
regulations and accurately reflecting working practices in the centre.

e Support the SENCO in implementing examination access arrangements or reasonable
adjustments for eligible candidates (processing approval applications and requesting modified
papers by the published deadlines)

¢ Disseminate guidance to Subject Leaders regarding Non-Examination Assessments (NEAS) to
ensure rules and regulations are complied with.

Entries:

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

o 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 or assessment and
enter candidates who are on roll at the centre as internal candidates

o Verify the identity of all students that are entered for examinations or assessments

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

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

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

e 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

Pre-exams/Synoptic Assessments:

e Work with colleagues to train and ensure the effective deployment of the School's team of
Invigilators.

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

o Effectively resolve exam timetable clashes and manage overnight supervision arrangements
(where arrangements may be required after all other options have been explored) in accordance
with the regulations

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

e 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
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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 SENCO 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:

Exam time/Synoptic Assessments

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

Inform the JCQ Centre Inspection Service of any alternative site that may be used by the centre
to conduct timetabled examinations

Effectively deploy fully trained invigilators to exam rooms according to the requirements

Manage unexpected issues/irregularities which may affect the conduct of examinations

Support the Headteacher in investigating and reporting cases of suspected or actual malpractice
in connection with an examination as required by the JCQ and awarding bodies

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

Submit to the published timescales, relevant follow-up reporting to awarding bodies’ in relation to
the very late arrival of candidates for examinations and applications for special consideration
where candidates meet the published criteria

After examinations:

Results and Post-Results

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

Plan, prepare for, and manage the restricted release of results and the distribution of provisional
statements of results in accordance with JCQ regulations and/or awarding body rules

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

Examinations Budget

Monitor the examinations budget including checking and signing all examination invoices and
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addressing irregularities as necessary.
° Ensure that invoices are raised for students where appropriate.

School Census:

e Coordinate and maintain the School Census

Line management

e Work with colleagues in Human Resources to ensure that the School's requirements for
Invigilators are met, and manage the School’'s team of Invigilators to ensure an efficient and
effective service is provided.

General

¢ Update and maintain Post 16 courses on the DfE Post 16 Course Directory website.
¢ Organise the Year 7 CAT testing at the start of the academic year.

Professional Development

e Maintain personal professional development to ensure that the knowledge and skills required to
fulfill the role of Examinations Officer are up to date.

e Be a professional role model, and understand and promote the aims of the School and the
values of the Trust.

Special conditions of emplovment

Rehabilitation of Offenders Act 1974

This job is exempt under the Exceptions Orders to the Rehabilitation of Offenders Act 1974.
Appointment to this job is subject to an enhanced DBS disclosure being obtained, and any relevant
cautions, convictions, bindover orders and warnings being considered.

If the jobholder is arrested, summonsed for an offence or receives a conviction a bindover order or
a warning given by a police force, they are required to inform the Headteacher of this fact
immediately. Such information will be treated in confidence, so far as this is consistent with the
safety of children, compliance with statutory child protection procedures and the School’s relevant
policies. Failure to disclose such information may result in disciplinary action which could lead to
the termination of the jobholder’'s employment.

Health and Safety

The jobholder is required to exercise their duty of care by taking responsibility for their own health
and safety, and the health and safety of other people who may be affected by their acts or failure to
act. Full guidance regarding health and safety is set out in the School’'s Health and Safety Policy,
and in any risk assessments relevant to the jobholder’s role or circumstances. Both can be
accessed via the jobholder’s line manager, and the jobholder is required to comply with these and
to use any protective clothing or equipment as instructed at all times.
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Confidentiality and Data Protection

The jobholder is expected to comply with the provisions of the Data Protection Act 2018. Any
information they have access to, or are responsible for, must be managed appropriately and any
requirements for confidentiality and security observed. Information must not be disclosed to any
person or Authority, for example a parent or the Police, without observing the correct procedure for
disclosure as set out in the School’s Data Protection Policy. Nothing shall prevent the jobholder
from disclosing information that they are entitled to disclose under the Public Interest disclosure Act
1998 as amended, provided that the disclosure is made in accordance with the provisions of that
Act/s.

Equality and Diversity

The School and the Trust are committed to equality and value diversity. As such the School and
the Trust are committed to fulfilling their Equality Duty obligations and expect all employees to
share this commitment. The Duty requires the School and Trust to have due regard to the need to
eliminate unlawful discrimination, harassment and victimisation, advance equality of opportunity
and foster good relations between people who share characteristics, such as age, gender, race
and faith, and people who do not share them. The jobholder is required to treat all people they
come into contact with, with dignity and respect, and is entitled to expect this in return.

Training and Development

The School has a shared responsibility with the jobholder for identifying and satisfying training and
development needs. The jobholder is expected to actively contribute to their continuous
professional development, and to attend and participate in any training or development activities
required to assist them in fulfilling their role and meeting their safeguarding and general
obligations.

This job description reflects the major tasks to be carried out by the jobholder and identifies the
level of responsibility at which the jobholder will be required to work, as at the date on which the
last review took place.

This job description may be subject to review and / or amendment at any time to reflect the
requirements of the job. Any amendments will be made in consultation with any existing
jobholder, and will be commensurate with the grade for the job. The jobholder is expected to
comply with any reasonable management requests.

Job description reviewed by: Natalie Rock, Headteacher

Date: September 2020




