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Exams Officer 
	Job Category:
	Exams Officer
	Reports to:
	Line Manager/Headteacher


Purpose of the Role

To administer all aspects of public examination and certification processes and ensure that examination board procedures are followed and a student-centred approach. Work collaboratively with curriculum colleagues

Key Duties and Responsibilities

• Contribute to the operational management of the examinations, using the appropriate Awarding 
    Body systems to deliver effective, efficient, and user-friendly services. 
· Take responsibility for overseeing the examinations to deliver a high-quality student experience. 
• Enter students for examinations, ensuring that examination clashes are managed to meet individual student need and awarding body requirements. 
• Oversee the conduct of examinations and the security of papers and scripts to ensure full compliance with examination board regulations. 
• Manage invigilators, including updating them on rules and regulations training 
• Collect and collate achievement data to enable the school to measure performance and secure funding.
• Develop and maintain an excellent working relationship with designated examination boards and be responsible to them for the administration of their procedures. 
• Monitor information received from the examining boards and take follow up action to ensure that the school complies with new or revised requirements. 
• Disseminate information to staff and students to ensure that they are aware of and comply with examination procedures and regulations. 
• Plan, organise and conduct major examination series. This includes preparing exam timetables, creating seating plans, receiving checking, and securely storing exam papers. 
• Maintain accurate up-to-date records of examination entries, timetables, attendance, results, and achievement data, using electronic data systems to ensure efficient and effective management and reporting of data. 
• Ensure all necessary certification is dealt with in the timescales set by the exam boards and implemented by the school
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· The postholder is expected to fully engage with the Trusts performance management process.
· To demonstrate the core values of the school and Trust at all times.
· To attend staff meetings and Trust-based INSET as required.
· The postholder is required to carry out the duties in accordance with our Health & Safety policies and procedures 
· To maintain at all times the utmost confidentiality with regard to all reports, records, personal data relating to staff and pupils and other information of a sensitive or confidential nature acquired in the course of undertaking duties for the Trust, with due regard to General Data Protection Regulations.
· The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.
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CIT is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. This post is subject to references and an enhanced DBS disclosure check.  Applicants will also be subject to a Social Media presence check.
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