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CHURCH of ENGLAND SCHOOL


	
JOB DESCRIPTION – EXAMINATIONS ADMINISTRATOR 

	
JOB PURPOSE:
· To assist the Examinations Manager in the organisation and administration of the school’s internal and external examination processes and to deputise in the event of absence;  
· To assist with the administration and production of student reports;
· To co-ordinate the annual statutory pupil census returns.

	
AREAS OF RESPONSIBILITY:
1. Examinations
· to assist and support the Examinations Manager in the administration and organisation of all aspects of examinations procedures for internal and external exams;
· to keep up to date with all examination requirements;
· to deputise in the absence of the Examinations Manager;
· to supervise or invigilate exams where required;
· to assist in the supervision of a team of external exam invigilators;
· to assist in dealing with and resolving enquiries regarding any exams held at the school from school staff, students, parents and exam boards;
· provide administrative support with the preparation and distribution of documentation prior to and including A level and GCSE results days.

2. Reports
· in conjunction with the Deputy Principal: Inclusion and member of staff responsible for data, co-ordinate the reporting process from start to finish; tracking the assessment and reporting calendar, producing the mark sheets and monitoring the process to ensure the deadlines are met.

3. Annual Statutory Pupil Census Returns
· to have responsibility for the preparation and administration of the pupil census returns, in collaboration with all colleagues with responsibility for data input to the pupil census.


	OTHER DUTIES:
· To be familiar with and adhere to all school policies;
· To fulfil your duties and responsibilities regarding safeguarding pupils and health and safety;
· To support the vision and values of the school and promote good relationships with students, colleagues and parents;
· To participate in the school’s arrangements for appraisal and professional development;
· To participate in INSET days where relevant.  (First INSET day of the academic year is compulsory).
· To undertake other such duties as may be reasonably required by the line manager, the senior staff of the school and the Principal which are commensurate with the grading of the post.


	LINE MANAGEMENT   
Responsible to the Examinations Manager


	Hours: 35 hours per week, term time only + holiday entitlement 5.6 weeks per annum   

Salary:  G6 Pt 8-13
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