Ravens Wood School
Job Description – Examinations Officer 





Purpose of Role 
To manage and organise the administration of internal and public examinations in school with accuracy and within defined time scales.  

Key Tasks and Responsibilities

Examination Administration and Organisation
· Liaise with Senior Leadership Team and Heads of Department regarding specifications taught across the school and examined courses at KS3, KS4 and KS5.
· Oversee and support practice exams as directed by SLT
· Register students for courses.
· Prepare and submit exam estimates and final entries to awarding bodies in collaboration with Heads of Department.
· Manage re-sits and private entries by students and all post results service i.e. remarks.
· Use BromCom (School Information System) Exams Manager and awarding body websites for exams administration.
· Manage the examinations budget.
· Distribute and ensure the checking of statements of entry by Heads of Department.
· Distribute entry statements to candidates produced via BromCom (School Information System).
· Receive information and forms from awarding bodies, including confirmation of entries and warning notices.
· Prepare candidates for exam and results procedures.
· Process late entries, amendments, withdrawals.
· Issue any pre-release material.
· Liaise with SEN Department regarding students with Access Arrangements and make applications on-line if appropriate.
· Prepare and distribute to staff, students and parents an examination timetable for public examinations and internal examinations.
· Ensure the preparation of coursework samples and assessed work by Heads of Department. 
· Provide coursework samples and the return of assessment materials to awarding bodies and moderators.
· Prepare seating plans.
· Prepare candidates for exam and results procedures.
· Resolve exam clashes/overnight supervision.
· Process results issued by EDI.
· [bookmark: _Hlk221178118]Organise the download and distribution of examination results to students on exam results days in the summer (you must be available for two weeks for the period of summer results for A Level and GCSE and for the first Professional Development day in September).
· Co-ordinate and manage student and staff requests for Enquiries about Results (EAR), centre enquiries, requests for scripts and special consideration.
· Receive and issue returned scripts and EARs.
· Provide relevant information to parents/carers and students about examinations on the school website and other means.
· Respond to appropriate parental enquiries about examinations or direct queries to the relevant member of staff.
· Distribute examinations to students on roll and those who have left the school including managing the retention of certificates.
· Update and maintain examinations and other related policies.
· Respond to changes in procedure to examinations as required.


Compliance
· Ensure staff and students are familiar with and understand awarding body and JCQ regulations. 
· Receive, check and store examination materials securely in accordance with JCQ regulations.
· Ensure examination rooms are appropriate and conform with JCQ regulations including signage in and around examination venues.
· Manage any centre inspections from JCQ or awarding bodies and report and act on issues with the support of the Senior Leadership Team.
· Work with SLT on writing and complying with necessary exam policies
· Ensure internal quality assurance processes are followed regarding moderation/standardisation and the administration of exams.
· Report any incidents of malpractice or suspected malpractice to the Head of Centre (Principal).

Leading and working with staff
· Lead and supervise a team of exam invigilators.
· Recruit additional members of the invigilation team as required.
· Provide appropriate training, support and guidance for the invigilators and other staff involved in public examinations.
· Liaise with the Site Team, IT Services, Finance Office, Estates Manager and Heads of Department as required.
· Prepare an annual report for the Headteacher on the examination series identifying further areas for improvement, actions and considerations.
· Communicate effectively and in a timely manner with all relevant stakeholders (students, staff and parents/carers) ensuring external deadlines are met.

Training and Support
· Inform Heads of Departments and teaching staff of relevant training and feedback sessions provided by awarding bodies and other organisations.
· Keep informed about developments and changes in examinations.
· Attend relevant training, access support and develop partnerships with exams officers/managers in other schools including partnership schools.
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