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HARLINGTON UPPER SCHOOL
JOB DESCRIPTION

Exams Assistant 

	


[bookmark: _Hlk56514364]
	Responsible to:
	Business Manager (on a day to day basis to the Exams Officer)

	Salary:
	NJC 3B – Points 6-8 
£25,183 - £25,992 per annum, pro rata.
Actual salary for 37 hours per week, term time plus 5 training days and 5 additional days is
£22,023 - £22,730.

	Hours:		
	37 hours per week.

Term time, plus 5 training days and 5 additional days to be worked as follows:

2 days – on A’ Level results day in August and the day before.
2 days – on GCSE results day in August and the day before.
1 additional day to be agreed.




Purpose of the Post: 

To provide clerical support within the exams office and to cover for the Exams Officer in her absence.



	

Harlington Upper School is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Online checks and reference requests will be completed in line with Keeping Children Safe in Education, and prior to interview.
All offers of employment are subject to the satisfactory completion of safer recruitment checks and references including an enhanced DBS check.





Main duties and responsibilities:

1.	To assist the Exams Officer in all aspects of work including:-

(a)	To ensure that all processes in connection with examinations are strictly adhered to in accordance with Examination Boards’ requirements. 

(b)	To ensure that staff and students are made aware of examination timetables and deadlines for examination entry and submission of course work.

(c)	To assist with the production of exam timetables for mock examinations.

(d)	To assist with entries for examinations to the examination boards. 

(e)	To liaise with teaching staff to ensure pupils are entered correctly for examinations; to arrange for external students to be entered for appropriate examinations. 

(f)	To ensure that examination papers/course work is submitted to Examinations Boards within the timescales set, and that accurate records are kept, liaising as necessary with teaching staff. 

(g)	To ensure, in consultation with Subject Leaders, that necessary equipment is available for practical examinations. 

(h)	To ensure that accommodation is made available for examinations, liaising  with the Site Agent to ensure adequate number of desks etc.

(i)	To assist in the academy’s team of Exam Invigilators. 

(j)	To be responsible for timesheets relating to invigilators.

(k)	To be responsible for processes relating to payment of examination fees, including cases where fees are to be paid by students or parents, and ensuring accurate records are kept.

(l)	To ensure that examination papers are ordered from each Examination Board and, when 	received are kept securely until required.

(m)	To maintain confidential records in respect of all aspects of the examination process. 

(n)	To produce statistical information in respect of examination results, as required by the headteacher, governing body.

(o)	To ensure that arrangements for the receipt and distribution of results are in place, in liaison with teaching staff and students.  The postholder will be required to be in school during the period each August when GCSE and A/AS level results are received (4 days) together with 1 additional day during the Easter holidays.

2.	To cover for the Exams Officer in all aspects of work in her absence

3.	To be responsible for promoting and safeguarding the welfare of young people within the school, raising any concerns following school protocol/procedures.

4.	To invigilate exams

5.	To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.

6.	To undertake any other duties of a similar level and responsibility as may be required.
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Person Specification
Exams Assistant
					
	Essential	
	
Desirable


	
Qualifications


	Educated to GCSE level with English and Maths at A* - C (or equivalent).
	

	
Skills and Experience


	High level of computer literacy.

Attention to detail when checking key documentation.



	Experience of working in a school in a similar position.

Experience of working with 13-18 year olds

Knowledge of MIS software and databases.  Ability to use basic ICT for recording, monitoring and reporting.

	
Personal Attributes


	Ability to work effectively as a member of a team.  

Good communication and interpersonal skills, with both students and adults

	

	Good time management

	

	Good written communication skills and record keeping.  Ability to work accurately and pay close attention to detail.

Ability to work under pressure, cope with conflicting demands, deadlines and interruptions and able to manage own workload.

Ability to maintain confidentiality at all times.

	

	Ability to take responsibility and work with autonomy within set boundaries.

	



image1.jpeg





 


 


 


 


 


HARLINGTON UPPER SCHOOL


 


JOB DESCRIPTION


 


 


Exams Assistant 


 


 


 


 


Responsible to:


 


Business Manager (on 


a 


day to day basis to 


the 


Exams Officer)


 


Salary:


 


NJC 3B 


–


 


Points 6


-


8 


 


£25,183 


-


 


£25,992 per annum, pro rata.


 


Actual salary for 37 hours per 


week, term time 


plus 5 training days and 5 additional days is


 


£22,023 


-


 


£22,730.


 


Hours:


 


 


37 hours 


per week.


 


 


Term time, plus 5 training days and 5 


additional days to be worked as follows:


 


 


2 days 


–


 


on A’ Level 


results day in August and 


the day before.


 


2 days 


–


 


on GCSE results day in August and 


the day before.


 


1 additional day to be agreed.


 


 


 


Purpose of the Post:


 


 


 


To provide clerical support within the exams office and to cover for the Exams Officer in her absence


.


 


 


 


 


 


 


Harlington 


Upper School is committed to Safeguarding and promoting the welfare of children 


and young people and expects all staff and volunteers to share this commitment.


 


Online checks and reference requests will be completed in line with Keeping Children Safe in 


Education, and prior to interview.


 


All offers of employment are subject to the satisfactory completion of safer recruitment checks 


and references including an enhanced DBS check.


 


 


 




         HARLINGTON UPPER SCHOOL   JOB DESCRIPTION     Exams Assistant      

 

Responsible to:  Business Manager (on  a  day to day basis to  the  Exams Officer)  

Salary:  NJC 3B  –   Points 6 - 8    £25,183  -   £25,992 per annum, pro rata.   Actual salary for 37 hours per  week, term time  plus 5 training days and 5 additional days is   £22,023  -   £22,730.  

Hours:    37 hours  per week.     Term time, plus 5 training days and 5  additional days to be worked as follows:     2 days  –   on A’ Level  results day in August and  the day before.   2 days  –   on GCSE results day in August and  the day before.   1 additional day to be agreed.  

    Purpose of the Post:       To provide clerical support within the exams office and to cover for the Exams Officer in her absence .        

    Harlington  Upper School is committed to Safeguarding and promoting the welfare of children  and young people and expects all staff and volunteers to share this commitment.   Online checks and reference requests will be completed in line with Keeping Children Safe in  Education, and prior to interview.   All offers of employment are subject to the satisfactory completion of safer recruitment checks  and references including an enhanced DBS check.    

 

