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Job Title: 
Exams Assistant  

Contract:
Permanent, Term-Time Only plus inset days (39 weeks per year) and up to 2 weeks during the exams results period in August (additional time paid on claim)

Hours:

Full time, 37 hours per week

Salary: 

Kent Range 4 (£19,389, actual salary for working 39 weeks per year £15,750.63)

Responsible to:
Exams Officer, Senior Leadership Team 
Overall Responsibility:


· Assist the Exams Officer with the effective running of the exam administration of all internal and external examinations within the school.

· Develop and maintain the school information management systems under the direction of the Data Manager. 
· Contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to the area child protection procedures.

Duties/Accountabilities:
Exams

· Assisting in maintaining effective communication with Exam Board personnel, school staff, students and parents ensuring that all queries and appeals are dealt with efficiently meeting required deadlines

· Help in ensuring the school is adhering to national regulations and guidelines and an annual budget.
· Contribute to the publication and distribution of exam timetables, procedures and exam board information including the resolution of clashes.

· Assist the Exams Officer with the preparation and distribution of exam timetables for Mock examinations, including the resolution of clashes. 
· Undertake ad-hoc projects and duties as required by the Exams Officer.
Ad hoc 

· Cover Main Reception when necessary: meet and greet all visitors, ensuring all visitors sign in and out in accordance with school policy. Answer telephone calls and deal with enquiries from parents, staff, contractors and couriers on a daily basis, passing messages to staff verbally or via email.

· Undertake Training on school systems. 
Health and Safety / Medical:

1. Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.

2. Co-operate with the employer on all issues to do with Health, Safety and Welfare.

3. Support the School’s implementation of all current statutory requirements, e.g. Disability Discrimination act, Access to Work, Equal Opportunities, and Child Protection.
Skills:

1. Excellent written and verbal communication skills are required.

2. Be highly efficient in user Microsoft Outlook, Excel and Word.  SIMS experience is highly desirable although training can be provided. Typing Speed 50wpm.

3. Exposure to Mitel telephone system would be beneficial but not essential.  

Continuing Professional Development:

1. In conjunction with the Office Manager, take responsibility for personal professional development, keeping up-to-date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the School.

2. Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.

3. Maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice.
Footnote: This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

Person Specification

The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.

Applicants should describe in their application how they meet these criteria

	
	CRITERIA

	QUALIFICATIONS
	( A Levels or equivalent 

( Minimum of a GCSE in English

	EXPERIENCE
	( Significant administrative experience and a knowledge of spreadsheets 

( Knowledge of SIMS or a willingness to learn

	SKILLS AND ATTRIBUTES
	( Excellent I.T. skills. 

( Ability to prioritise and organise own workload and be able to meet deadlines. 

( Good communication skills, both oral and written, to a range of individuals (e.g. students, parents, governors etc.) 

( Ability to work as part of a team or sometimes alone

	KNOWLEDGE
	( Knowledge and understanding of awarding organisations and the regulatory framework for administering examinations. 

( Knowledge of school policies and procedures relating to health, safety, security and confidentiality of data and equal opportunities.


