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Exam Officer
MIS / Exams

	Responsible to:

	Exams Manager

	Responsible for:

	N/A

	Grade of post:

	Grade 5 SP 18-21

	Hours of work:

	22.5 hours

	Work location:

	Rodbaston

	Code:
	HR2526-168



	Job Purpose: The post holder will be responsible for the administration and organisation of all aspects of external examinations in accordance with the regulations laid down by the awarding bodies, JCQ and South Staffordshire College. The successful applicant will be responsible for a considerable range of examinations with a complex timetable.




Key Duties & Responsibilities

1. Ensure JCQ, awarding body and College regulations and guidelines are adhered to. 
2. Liaise with curriculum teams and awarding organisations to ensure all registration and examination entries and claims are made within a timely manner and in line with college priorities.
3. Maintain college student records system with all examination information.
4. To organise and publish a timetable to contain all examination sessions.
5. To oversee secure storage of exam papers and organisation materials.
6. To lead the team of exam invigilators providing training where required.



Other Duties and Responsibilities  

· To carry out all duties in accordance with the College’s Health and Safety, Safeguarding & Equality & Diversity policies and procedures, practices and procedures.

· To carry out any other duties as directed by your Line Manager.

Safeguarding

The College considers that the job holder for this role should have a DBS Enhanced disclosure.    




Duties and responsibilities of the role:

	Communication – Oral and written
	· The role holder will frequently be required to receive, understand and convey information which needs careful explanation or interpretation to help others understand, taking into account what to communicate and how best to convey the information to others.
· Communicate clearly and concisely via email, letter (mail and email merge) & phone with both staff and learners to arrange exams, confirm exam bookings and to inform of all exam arrangements.

	Teamwork & Motivation – internal or external, can be fixed, matrix, project groups
	· The main focus of the role holder will be to participate in and deliver their contribution to the team by working with the exams team to share workload across campuses; registrations, exam bookings, result claims, inputting results, sending certificates.
· A significant requirement of the role is; to be supportive and encouraging of others to a team; help to build co-operation by setting an example and showing a flexible approach to delivering team results; contribute to building team morale as an active participant in the team
· There will be an occasional requirement for the role holder to clarify the requirements and agree clear task objectives for team members; organise and delegate work fairly according to individual abilities; help the team focus their efforts on the task in hand and motivate individual team members
· There may be an occasional requirement for the role holder to form and communicate a clear vision of what is to be achieved overall by a team; encourage individuals to contribute to the common goals to the best of their ability; create a sense of unity and common purpose.
It is implicit for the role holder to understand and manage the inter-relationship between different teams and their impact on the overall aims of the organisation; help to break down barriers between teams; build beneficial working relationships across teams.

	Liaison & Networking – Liaison is making and maintaining individual work-related contacts; network is interconnecting group of people (internal and/or external)
	· The role holder will be required to carry out standard day-to-day liaison using existing procedures in order to ensure dissemination of information in the right format to the right people at the right time; build relationships and contacts to facilitate future exchange of information.  Also to pass on information promptly; keep people informed to ensure co-ordination of effort and that work is done effectively.

	Service Delivery – customer is anyone receiving services
	· The role holder’s main focus will be to deal with internal or external contacts who ask for a service or require information; creative a positive image of the organisation by being responsive and prompt in responding to requests and referring the user to the right person if necessary; deliver service that is usually initiated by the customer and typically involves routine tasks with set standards or procedures.
· There will be a significant requirement for the role holder to deal with internal or external contacts where the service is usually initiated by the role holder, working within the organisation’s overall procedures or policies. Proactively seek to explore and understand customers’ needs; adapt the service accordingly to ensure the usefulness or appropriateness and quality of service (content, time, accuracy, level of information, cost).
· There may be an occasional requirement for the role holder to set the overall standards for service across a function or area of the organisation; monitor service levels; maintain overall quality balancing demands; ensure others have the support they need to provide quality service and fulfil their role.

	Decision Making – relates to finance, physical resources, students, staff, and policy
	· The role holder will be required to take independent decisions and be party to some collaborative decisions; work with others to reach an optimal conclusion and will also be required to provide advice or input to contribute to the decision making of others.  All of which will have a moderate impact on their own work or team and across the organisation.

	Planning & Organising – financial, capital and people
	· The main focus of the role holder is to plan prioritise and organise the work or resources of self and others within own area on a daily, weekly or monthly basis; plan and manage small projects, ensuring the effective use of resources; receive information from and provide information to others to complete their planning; monitor progress against the plan.
· It will be a significant requirement of the role holder to complete tasks to a given plan, with allocated resources.
· It will be a significant requirement of the role holder to plan, prioritise and organise their own work or resources to achieve agreed objectives.
· 

	Initiative & Problem Solving – identifying actual/potential problems, considering/devising solutions, implementing.  Consider acting within given boundaries.
	· The main focus of the role holder is to solve standard day-to-day problems as they arise; choose between a limited number of options which have clear consequences, by following guidelines or referring to what has been done before; recognise when a problem should be referred to others.
· There will be an occasional requirement for the role holder to use initiative and creativity to resolve problems where the optimal solution may not be immediately apparent but has to be assessed by a process of reasoning, weighing up the pros and cons of different approaches; identify and assess practical options; break the problem down into component parts.
· 

	Investigation and analysis
	· The main focus will be to analyse routine data or information using predetermined procedures and gathering the information from standard sources; work accurately to complete the task precisely as specified.
· There is a significant requirement to establish the basic facts in situations which require further investigation and inform others if necessary.
· There may be an occasional requirement for the role holder to identify an appropriate existing method of analysis or investigation according to the data and objectives; recognise and interpret trends or patterns in data; identify or source additional information which could potentially help the investigation as the analysis progresses.
· 

	Sensory & Physical Demands
	· The role holder will be required to occasionally complete basic tasks which would require either minimum or light, if any, physical effort.

	Work Environment – conditions under which they work. Risk/H&S
	· The role holder’s main focus will be to work in an environment which is relatively stable and has little impact on the role holder or the way in which work is completed.
· 

	Pastoral Care & Welfare – physical, mental health & wellbeing 
	· It is essential for the role holder to show sensitivity to those who may need help or, in extreme cases, are showing signs of obvious distress; initiate appropriate action by involving relevant people.
· It will be essential for the role holder to give advice on commonly occurring welfare issues or queries; follow standard welfare procedures for the organisation; recognise when an individual should be referred elsewhere for professional help; respect confidentiality
Occasionally the role holder may be required to be creative in giving support, guidance or pastoral care where standard procedures may need interpretation; judge when to listen, when to give advice or guidance and when to refer the individual for professional help; be fully aware of support networks for both themselves and the individual

	Team Development – coaching, development of team (not others)
	· The role holder will frequently be required to advise or guide new starters working in the same role or unit on standard information or procedures and to train or guide others on specific tasks, issues or activities; give advice, guidance and feedback on the basis of their own knowledge or experience; delivers training.

	Teaching & Learning Support 
	· Not relevant.

	Knowledge & Experience – knowledge acquired through education/ qualifications and experience
	· The role holder is required to be recognised as an authority in their field or specialism within the organisation or amongst external peers, based on demonstrated expertise; shape and influence developments within the organisation through their own contribution to their area of expertise.





PERSON SPECIFICATION
	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· Level 2 Literacy and Numeracy
	X
	
	

	Desirable:
	
	
	

	· Level 2 Administration
	X
	
	

	· The Exam Office – Exam Officer qualification
	X
	
	

	Experience and Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	· Experience of working in a busy administration environment
	X
	X
	

	· Time management and planning skills to prioritise own workload and balance conflicting demands to meet strict deadlines
	X
	X
	

	· Experience of working on several different projects/areas simultaneously.
	X
	X
	

	· Excellent planning and organisation skills
	
	X
	

	· Proficient in the use of a range of IT software packages (Office 365, Microsoft Teams)
	X
	X
	

	· Work well both as part of a team and independently, demonstrating initiative.
	
	X
	

	· Follow relevant policies, procedures and regulations
	
	X
	

	Desirable:
	
	
	

	· Experience of JCQ regulations
	X
	X
	

	· Experience of co-ordinating examinations in Further Education
	X
	X
	

	· Experience in using MIS systems
	X
	X
	

	· Knowledge of examination processes and procedures
	X
	X
	

	· Experience in a range of data inputting
	X
	X
	

	Personal/Behavioural Attributes
	
	
	

	Essential:
	S/L
	I
	A

	· Ability to ensure strict guidelines are followed.
	
	X
	

	· Work well under pressure.
	
	X
	

	· Work with a high degree of accuracy
	
	X
	

	· Work well both as part of a team and independently, demonstrating initiative.
	
	X
	

	· Adapt quickly to changes to regulations and processes.
	
	X
	

	Desirable:
	
	
	

	· Aware of current developments in the college curriculum and examination systems
	
	X
	

	Other Requirements
	
	
	

	Essential:
	S/L
	I
	A

	· Clean enhanced DBS record.
	
	X
	

	· Able to travel between sites timely
	X
	X
	



S/L = Short Listing        I= Interview         A=Assessment 
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