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JOB DESCRIPTION

Job Title:  				Exams Assistant / Administrator
Location:			Currently Based at Coombe Dean School 
Responsible To:      	Exams Officer 
Grade:					Plymouth NJC Pay Scales, Grade C, (£25,583-£26,403) pro rata
Hours:		31.25 hours per week, 38 weeks per annum
Key relationships:		Students, Exams Team
	
MAIN PURPOSE OF JOB

The Exams Assistant / Administrator is responsible for providing comprehensive administrative, attendance and examination support to ensure the efficient operation of the school. 
The post holder will support the planning, administration and delivery of internal and external examinations in accordance with JCQ regulations, while also providing administrative support across the school, including attendance-related processes, reception cover and general office functions. 

KEY RESPONSIBILITIES:
· At all times demonstrate and uphold WeST’s core values, ensuring that behaviour, actions and decisions align with the principles that guide our work.
· Support the Exams Officer with the planning, administration and organisation of internal and external examinations. 
· Assist with examination entry processes and the administration of mock examinations. 
· Produce and distribute examination timetables and related communications to students, parents and staff. 
· Assist with the organisation, booking and briefing of invigilators and examination support staff. 
· Support the preparation and set-up of examination rooms alongside the site and examinations teams. 
· Monitor examinations across the school site and provide assistance where required. 
· Assist with the identification, administration and implementation of examination access arrangements in accordance with JCQ regulations. 
· Complete and maintain examination-related paperwork, evidence and records. 
· Apply for and maintain approved access arrangements and ensure accurate record keeping. 
· Assist with the receipt, checking, secure storage and distribution of examination papers and materials. 
· Support the packing and dispatch of examination scripts and materials to awarding bodies. 
· Support post-results services, including reviews of marking and access to scripts. 
· Assist with the receipt, sorting, recording and distribution of examination certificates. 
· Invigilate examinations when required. 
· Provide examinations support during periods of absence or increased workload within the examinations team. 

Administration 
· Provide efficient and effective administrative and clerical support services across the school. 
· Maintain accurate records using SIMS, ClassCharts and other school information systems. 
· Produce correspondence, reports, lists, communications and data as directed. 
· Accurately type and format documents using appropriate ICT systems. 
· Assist with the administration of school events, trips, visits and external agencies where required. 
· Support the administration of school communications and publicity materials. 
· Maintain confidentiality and handle sensitive information appropriately at all times. 

Attendance 
· Support the implementation of whole-school attendance procedures and strategies. 
· Assist in maintaining accurate attendance records and registers within SIMS. 
· Support the updating and monitoring of attendance information to ensure student safeguarding. 
· Send attendance-related communications to parents, carers and relevant stakeholders. 
· Ensure student sign-in and sign-out procedures are accurately administered and recorded. 
· Assist with attendance monitoring and reporting as required. 
· Support attendance initiatives and recognition programmes to encourage improved attendance and punctuality. 

Other:

1. To act in accordance with, and actively promote, all Trust policies, including Safeguarding, Health and Safety and Equality & Diversity.
2. To participate in Continuing Professional Development (CPD relevant to the role and to engage in Performance Development Reviews (PDRs).
3. Preparing and contributing to Trust wide development by sharing best practice and delivering/receiving professional feedback. 
4. To retain confidentiality and maintain data and/or files in accordance with Trust policies for data governance, as appropriate for the role.



This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.



































PERSON SPECIFICATION 

E = Essential, D = Desirable

	Method of Assessment
The table indicates the possible method/s by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview (or other selection activity)

	Qualifications:

	Educated to GCSE level 4 (formerly grade C) or equivalent qualification including English Language and Mathematics.
	E
	
	

	Level 3 qualification in administration 
	D
	
	

	Experience:
	
	
	

	Experience of working in a school environment

	D
	
	

	Experience in organising and managing administrative systems and procedures in an office environment.
	E
	
	

	Use of Microsoft Office or equivalent.
	
	
	

	Skills and Knowledge:
	
	
	

	Good written and oral communication skills.

	E
	
	

	Ability to use initiative and solve problems
	E
	
	

	Qualities:
	
	
	

	Strong interpersonal skills; including the ability to communicate well with parents, children and staff
	E
	
	

	Excellent time management, with flexibility to get the job done together with an ability to prioritise and work to tight deadlines whilst retaining professional composure
	E
	
	

	Be flexible and responsive to change
	E
	
	

	Able to act as a role model for children by setting high personal and professional standards
	E
	
	

	To respect and uphold confidentiality at all levels.
	E
	
	

	VALUES-BASED BEHAVIOURS:

	Compassion:
	
	
	

	Recognising need in others and acting with positive intention to promote wellbeing and improve outcomes 
	
	
	

	Aspiration:
	
	
	

	Working to high expectations, modelling the delivery of high-quality outcomes
	
	
	

	Showing passion, persistence and resilience in seeking creative solutions to strive for continuous improvement and excellence
	
	
	

	Integrity:
	
	
	

	Acting always in the interests of children and young people
	
	
	

	Acting with a consistent and uncompromising adherence to strong moral and ethical principles
	
	
	

	Communicating with transparency and respect, creating a working environment based on trust and honesty
	
	
	

	Collaboration:
	
	
	

	Creating a shared vision and working effectively across boundaries in an equitable and inclusive way to skilfully influence and engage others
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