[image: ]
[image: Logo for St. Bart’s Multi-Academy Trust][image: \\belgravece\sjones2$\My Pictures\The St. Barts Academy Trust Logo.png]ST. BART’S MULTI-ACADEMY TRUST
Job Description


	Job Title:
	Exams Officer

	Academy
	Abbey Hill Academy & College

	Grade:
	6

	Responsible to:
	[bookmark: _GoBack]Assistant Principal Secondary

	Supervisory Responsibilities
	N/A



	JOB PURPOSE

	To be responsible for the efficient and effective running of the administration of all internal and external examinations within the school, including liaising with staff, pupils, invigilators and examination boards. 


	KEY DUTIES / RESPONSIBILITIES

	· Responsible for the overall smooth running of internal and external examinations, ensuring that all related administration and preparation is undertaken  
· Liaise with staff/Heads of Department re pupil examination entries  
· Disseminate examination information to staff, pupils and parents / carers, including exam and invigilation timetables, guidelines and querying results  
· Complete examination entries and securely store and send completed examination papers to external examination boards  
· Liaise with examination boards to ensure the accurate administration of all examinations, including ensuring compliance with examination board rules, coursework requirements  
· Organise the school’s external invigilators, including training and ensuring up-to-date information is provided to them  
· Manage arrangements for internal examinations  
· Responsible for the preparation of examinations, including room set up, attendance registers, securely storing and checking papers, providing and checking seating plans and stationery  
· Make arrangements for the specific needs of individuals (e.g. SEN), external entrants who are not school pupils and for school pupils to sit examinations elsewhere  
· Provide data and analysis on examination entries and results.  
· Manage the examinations budget  
· Supervise/allocate duties to other staff involved in examinations  
· Undertake examination invigilation  
· Responsible for recovery of monies from candidates or absentees  
· Liaise with FE Colleges.  


	Note
This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of Academy organisation and may change either as your contract changes or as the organisation of the Academy is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but will be reviewed annually.


	Signature of Post Holder:
	
	Date:	/ /

	Signature of Executive Principal:
	
	Date:	/ /
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Person Specification


	Person Specification

	Criteria
	Qualities

	Qualifications and training
	· Relevant qualifications or training for Exams Officer


	Experience
	· Significant experience of working within a school setting
· Proven experience of working with children with a broad range of SEND


	Skills and knowledge
	· Knowledge and understanding of awarding organisations and the regulatory framework for administering examinations equivalent to national vocational qualification Level 4 
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