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Job Description

Job Title: 

Examinations Officer / Raising Standards Assistant

Grade


Grade 4 

Responsible to: 
Raising Standards Manager

VISION AND PURPOSE

To work with the Raising Standards Manager:

· To support the raising of attainment and progress levels through the delivery of external examinations, in accordance with JCQ guidelines and school policy, and internal mock examination schedules.

· To support the delivery of all information related to examination entries and examination results to all stakeholders i.e. Parents, Students and Staff.

· To support the accuracy of assessment data through the documenting and verification of all qualifications. To work with the Raising Standards Manager to ensure accuracy of data recording across all cohorts.

TASKS AND RESPONSIBILITIES

External & Internal Examination Process

· To work with the Raising Standards Manager regarding all planning and delivery of all external and internal examinations. 

· To be the first point of contact for all enquiries regarding examinations via telephone or face to face, to meet any exam related visitors.
· To produce and respond to all examination related correspondence.

· To manage the collation of all qualification information, syllabuses, etc. from heads of faculties in order to generate whole school schedules for external examinations including all registration and entry deadlines. 

· To ensure that departments are aware of regulations concerning the submission of coursework and its marks. 

· To collate all entry information from Heads of Faculty at key dates throughout the academic year to ensure the correct candidates are entered for the correct examinations. 

· To make all entries to the examination boards using SIMS Examinations module or exam board websites.

· To make all entries to the examination boards before the closing date and deal with all other related administration for entries.

· To ensure that candidates and parents are aware of their entries and to inform them of the dates of examinations and regulations concerning those examinations. 

· To ensure accurate financial records are kept relating to all examination entries and other costs incurred in all exam seasons. To work with all colleagues to ensure registrations and entries are made by deadlines set to ensure late fees are not incurred.

· To maintain examination stationery levels as required. 

· To be responsible for the security of examination papers from their arrival in the school, to the dispatch of scripts.

· To be responsible for laying out the examination room(s) as required by examination boards, and to ensure that all other regulations and conduct within the examination are correctly observed. 

· To interview and appoint exam invigilators, offering appropriate induction and ongoing training. 

· To ensure all invigilation staff are aware of regulations regarding invigilation and conduct within the examination room. 

· To line manage the invigilation team ensuring communication is maintained, procedures followed and staffing issues which may arise are dealt with ensuring the successful delivery of all examinations.

· To deal with any problems that may arise during examinations within the constraints of the regulations, in liaison with the Raising Standards Manager. 

· To be available for starting exams in liaison with the senior leadership team (SLT). 

· To ensure all examinations are finished correctly in line with JCQ guidance and that all exam scripts are collected, checked, packaged and despatched to exam boards in an efficient way.

· To advise on regulations concerning examination results. 

· To deal with exam-related requests from candidates/parents. 

· To co-ordinate the distribution of exam results to students, and deal with re-mark requests and other results/follow-up procedures. 

· To be responsible for the receipt and distribution of exam certificates. 

· To create and maintain exam-related policy documents. 

· To provide exam-related content for the school website. 

· To process special consideration requests. 

· To liaise with the SENCo to support access arrangements under exam conditions.

· To contribute to the ongoing development of the examinations policies, ensuring compliance to JCQ regulations.

Assessment Data
· To support the Raising Standards Manager with the review of assessment data following the closure of data captures, to ensure all data is entered by the deadline.

· To advise on the set up of subject SIMS marksheets based on the qualifications being delivered.

· To support the production of timely progress reports and full yearly reports as and when required.

· To support in the production of progress reports for students and parents after all data captures ensuring they are generated and distributed efficiently.

· To support with the uploading of progress reports into students SIMS records after publication.

· To support the Raising Standards Manager with the administration of the SIMS Parent App to ensure parents have the required access and are able to access their son/daughters Progress Reports.

· To support the Raising Standards Manager with any ad-hoc requests for data as and when required.

Safeguarding
Wodensborough is committed to the safeguarding of children and all staff are expected to ensure that the Academy is a safe and secure environment for our students. The teacher will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct. It is the responsibility of all staff to recognise, respond and reflect in relation to all safeguarding disclosures/concerns in collaboration with the DSL/safeguarding team by operating within the guidelines of KCSIE and associated policies/guidance documents. All academy staff will ensure that they facilitate a whole school approach to safeguarding which means ensuring safeguarding and child protection are at the forefront and underpin all aspects of academy life. The Postholder will have contact with children. The Postholder will be in regulated activity. Please note, this is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade. It is not a comprehensive list of all tasks that the postholder will carry out.
Wodensborough Ormiston Academy is committed to the safeguarding of children and all staff are expected to ensure that the Academy is a safe and secure environment for our students.

Wodensborough Ormiston Academy is signed up to the DfE Wellbeing Charter.
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