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	J O B    D E S C R I P T I O N



	Post Title:
	Exams Officer

	Accountable to:
	Assistant Headteacher 

	Pay Scale:
	5A



MAIN PURPOSE OF THE JOB
To maintain responsibility for all aspects of internal and external student assessments/examinations, particularly the logistics of the assessments and record keeping, ensuring that all undertaken assessments are operationally efficient and occur within the defined timescales.

The post holder will have specific responsibility for:
· Develop and manage the School’s Data Systems including Arbor, ASP and FFT. 
· Administer all aspects of both internal and external assessment of student’s i.e.  GCSE/AS/A level/Key Skills/ SATS/On Line Tests (Statutory Assessment Tests)/ CATS (Cognitive Ability Tests)/Year 7 Progress Tests/Internal Examinations/Mock Examinations and End of Module Tests.
· Maintenance of up to date database for current syllabus options for all Exam Boards.
· Maintain systems for the collection and checking of all exam entries and for the collection, collation and analysis of internal tests.
· Work with the SENCO to ensure access arrangements are facilitated and individual requirements met in line with regulations and testing. 
· Entries, amendments and assessment information for all external exams and EDI (Electronic Data Interchange) and the input of entries for internal exams.
· Provide exam timetables for staff and individual students.
· Ensure all Subject Leaders adhere to strict deadlines for entries, forecast grading etc.
· Receive/check exam papers and maintain confidentiality and security.
· Plan the use of rooms/equipment/resources in response to the strict and detailed demands of exam boards.
· Manage the distribution of exam results to students on results days.
· Manage post-results enquiries 
· Ensure recruitment of exam invigilators meets the needs of the school.
· Provide training to exam invigilators to ensure their compliance.  
· Organise the invigilation and additional notices/resources on a daily basis during an examination season.
· Check and return completed exam papers to the appropriate examiners.
· Receive and distribute exam results 
· Monitor costs of the whole operation within a specified budget.
· Use Arbor to:  Assist in the collation of student attainment & assessment data and the production of computerised reports and statistics as part of the schools Assessment & Reporting cycle.
· Assist in the maintenance & use of programmes to produce analysis reports of attainment data.
· Assist in the production of school census returns.
Other:
[bookmark: _Int_ujcqQIKm]Bridlington School high expectations of all its employees to ensure that they provide a professional service to our young people and the community of Bridlington and beyond.
 
Appraisal Targets will be aspirational and set on an annual basis in discussion with the Line Manager.

[bookmark: _Int_2S4e05x2]This Job Description is intended to highlight the main responsibilities and expectations for the post holder and is not the entirety of what a member of staff may reasonably be required to complete in line with the priorities of the organisation. Neither is it intended to highlight the amount of time which should be spent on each task.

As a member of staff of Bridlington School:
· [bookmark: _Int_fsEMBrKx]Role model appropriate behaviours within a professional environment including conduct, communication and personal appearance
· Demonstrate a commitment to Positive Discipline
· [bookmark: _Int_X3eYwBsQ]Role model high levels of literacy and numeracy including modelling appropriate language
· [bookmark: _Int_PG0Qi6z4]Have high expectations of students
· Aspire to develop your professional skills and qualifications
· Use all forms of social media appropriately
· Take responsibility for the reputational management of the school
· Contribute to systems of evaluation and performance of the organisation positively

Your duties may involve access to information of a confidential and sensitive nature which may be covered by the General Data Protection Regulation (GDPR). All employees will be expected to comply with the GDPR when handling any personal data. Confidentiality must be maintained at all times. In addition to the above the post holder must be committed to safeguarding and promoting the welfare of children and young people.

This Job Description will be reviewed regularly 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. In addition, you may be expected to take part in any other reasonable duties which may be required

	Employee signature:
	

	Print Name:
	

	Date:
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