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Reach South Academy Trust - Job Profile & Person Specification

	Position
	Exams Officer 

	Location
	Millbay Academy Plymouth

	Grade 
	Grade E

	Accountable to
	Headteacher

	Reporting to
	Deputy Headteacher 



	Job Purpose

	The role will be responsible for providing a professional, efficient and effective Exams and Assessment administration service across the school in accordance with the school’s agreed policies and procedures, ensuring compliance with all relevant legislation maintaining confidentiality and high professional standards at all times.



	Key Responsibilities

	· Administratively responsible for the organisation and supervision of the school as an examination centre, ensuring adequate security and the adherence to appropriate examination board regulations and routines.
· Administratively responsible for all internal, external examinations and BTEC examinations, and other exams and assessments at all key stages.
· Keep up to date with the necessary policies, procedures, rules and regulations laid down by the different examination bodies, DFE and the Joint Council for Qualifications (JCQ).
· Management of the conduct of all examinations ensuring that they meet with the regulations set out by the JCQ.
· To put in place the relevant examination policies for the school so that the examination system, rules and regulations set by the awarding bodies and JCQ are clear to all members of staff in the school.
· To manage JCQ inspections and, in consultation with the Deputy Head, ensure that all examination policies and procedures are in place, kept up-to-date and are clear to all members of staff in the school.
· Nominated point of contact for all examination bodies.
· Responsible for operating cost effectively within an Examination budget, managing expenditure within the budget provision.
· To be responsible for the recruitment, training and management of all examination invigilators; including allocation of hours and duties
· To liaise with the Deputy Head Teacher and Subject Leaders with regard to examination syllabi as they relate to the school curriculum;
· Planning and execution of all internal and external examinations – public exams and internal mock exams Including:
· To be aware of all the components to be examined, liaise with Senior Leaders to create suitable arrangements for timetabling, rooming, seating and invigilation arrangements
· To prepare all instructions for invigilators, candidates, staff and other associated documents for the examination.
· To book and organise the examination halls / venues as requested to cater for the different
requirements of examiners, invigilators and candidates including those with Access Arrangements and Additional Needs ensuring exam equipment and notices are in place.
· Ensure that all necessary stationery and materials and other requirements are provided for examinations;
· Liaise with Site Manager regarding setting up for exams;
· To enable the school to comply with all the necessary regulations to ensure that candidates receive appropriate accreditation for their achievements by coordinating the preparation, collection and submission of entries to examination bodies within the relevant timescales.
· To ensure all NEA/coursework/controlled assessment marks and predicted grades are recorded and communicated as appropriate.
· To monitor examination entries and ensure that all financial costs are accurate and to ensure that the school does not incur penalty fees for late entries using appropriate ICT systems.
· To liaise with staff, students, former students, parents, governors, press, examination boards and other parties in all examinations related manners. 
· Ensure that stakeholders are given all the necessary relevant information about JCQ documentation, NEA/Controlled Assessments, appeals, examination entries, the and times of the examinations, resolution of any clashes, conduct during examinations, post result services, appeals and the collection of results and certificates and that this information is given in good time.
· Direct responsibility for the security of examination papers and support materials including receiving deliveries and despatching scripts.
· Ensure that all examinations start and finish appropriately in line with examination board regulations including the conduct of any online examinations;
· To arrange and attend results day including the administering of results and making arrangements for their issue.
· To manage the post-examination processing by making appropriate applications on students’ behalf and receive, in advance of the application, examination board fees from students and parents/carers.
· Manage the checking and distribution of certificates.
· Attend training events and keep up to date with all requirements relevant to exams.
· To develop knowledge and expertise in the management of the school’s data systems and to assist the Data Analyst with Information and data as required.
· To support the administration of the internal assessment cycle within the school, and assisting the upload of assessment reports for parents and students.
· Co-ordinating and uploading of assessment reports for parents and students.
· Support the process to monitor the accuracy and quality of the data within the school reporting process.



	Staff Development 

	To take part in the school’s staff development programme by participating in arrangements for
further training and professional development.

	To continue personal development in the relevant areas including subject knowledge and teaching
methods.

	To engage actively in the Performance Management Review process.

	To work as a member of a designated team and contribute positively to effective working relations within the school.



	Communications 

	To communicate effectively with the parents of students as appropriate.

	Where appropriate, to communicate and co-operate with persons or bodies outside the school.

	To follow agreed policies for communications in the school.



	Corporate Accountabilities 

	Sharing the school’s commitment to safeguarding and prioritising the welfare of children, young people and vulnerable adults and demonstrating it in your day-to-day work. 

	Performing your role, as part of a highly committed team and delivering your service in a way that helps the school achieve its strategic objectives and annual development and improvement plans - taking account of available resources and national developments.

	Contribute to the evaluation and development of services across the school as part of the school’s ongoing self-assessment cycle. 





	Professional 

	Ensure the maintenance of standards of practice according to the employer and any regulating bodies, and keep up-to-date on new recommendations/guidelines set by the relevant departments. 

	Ensure that confidentiality is protected at all times.

	Ensure clear objectives are identified, discussed and reviewed with supervisor and senior colleagues on a regular basis as part of continuing professional development.

	Participate in individual performance review and respond to agreed objectives.

	Keep all records up to date in relation to Continuous Professional Development and ensure personal development plans maintain up-to-date specialist knowledge of latest theoretical and service delivery models/developments.

	Attend relevant conferences/workshops in line with identified professional objectives.

	Support and encourage harmonious internal and external working relationships.

	Raise the profile of the Academy by making positive contributions.



	General 

	Contribute to the development of best practice within the service.

	Ensure a comprehensive understanding of the relevant safeguarding legislation, guidance and best practice.

	All employees have a responsibility and a legal obligation to ensure that information processed is kept accurate, confidential, secure and in line with the Data Protection Act (2018) and Security and Confidentiality Policies. 

	It is the responsibility of all staff that they do not abuse their official position for personal gain, to seek advantage of further private business or other interests in the course of their official duties. 

	This Job Profile does not provide an exhaustive list of duties and may be reviewed in conjunction with the post holder in light of service development.



	Values, Behaviours, Curriculum Principles 

	
Performing your role in alignment with the Trust’s values, behaviours and curriculum principles:

Values
· Inclusivity
· Promoting social mobility
· Serving local communities
· Believing in the potential of our young people
· Preparing tomorrow’s adults to contribute to social, economic, environmental and cultural sustainable development

Behaviours
· Encouraging professional freedoms within consistent boundaries
· Championing young people rather than institutions
· Collaborating rather than competing where it delivers positive impacts on learning
· Acting with the highest levels of integrity and engendering trust
· Continually developing the skills and capacities of our people and our organisation

Curriculum Principles
· Delivering high standards of education for all pupils
· Providing a broad, rich and experiential curriculum to develop rounded young people
· Providing pathways that are relevant to the needs of our young people and the wider community
· Basing our approach on verifiable research evidence where it exists
· Teaching young people how to be effective learners




Person Specification

The person specification allows an understanding of who we are looking for within this role and the skills knowledge or experience that we would expect.

	
	Essential
	Desirable

	Qualifications & Training
	
	

	Good standard of education (5 x GCSEs - English and Maths at C or above).
	X
	

	Education to A Level or above.
	
	X

	Knowledge
	
	

	Knowledge of school assessment.
	X
	

	Experience
	
	

	Experience of working within an Examinations Officer role.
	X
	

	Line management of staff or volunteers.
	
	X

	Previous experience of developing systems and processes within an Exams Officer role.
	
	X

	Previous experience of school assessment.
	
	X

	Skills
	
	

	Ability to demonstrate, understand and apply the Trust’s values, behaviours and curriculum principles.
	X
	

	Excellent organisational, administration and time management skills.
	X
	

	Skilled communicator and diplomatic negotiator.
	X
	

	Working collaboratively with others and developing relationships with internal and external colleagues/suppliers.
	X
	

	IT Literate (especially proficient in the use of Excel and Word and databases).
	X
	

	A completer; able to meet deadlines and work under pressure and ability to prioritise.
	X
	

	Ability to make judgements involving a straightforward facts or
situations, some of which require analysis; problem solving skills.
	X
	

	A flexible approach to meeting the needs of the workforce as it
develops; a willingness to continually adapt to change.
	X

	

	Personal Qualities / Attributes
	
	

	High level of enthusiasm and motivation.
	X
	

	Excellent organisational and self-management skills.
	X
	

	Ability to use supervision and personal development positively and effectively.
	X
	

	Able to work under pressure.
	X
	

	Regard for others and respect for individual rights of autonomy and confidentiality.
	X
	

	Ability to be self-reflective in own personal and professional development and in supervision.
	X
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