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JOB DESCRIPTION


Job Title:
Examination Officer 
Line Manager:  
Deputy Headteacher
Grade:

Kent Range 7 
Job Holder’s Name:
Vacancy 
Date:
January 2023
Main Purpose
· To be responsible for the administration, organisation and smooth running of both public and internal mock and year group examinations
· To be familiar with the requirements and regulations of the Joint Council for
Qualifications (JCQ) and awarding bodies, ensuring that the Centre (school) is compliant with these before, during, and after examination periods
· To provide information and guidance to the Head of Centre (Headteacher) regarding the JCQ and awarding body requirements, ensuring that the school adheres to best practice

· To be responsible for communicating all necessary information regarding examinations, including NEAs, to staff, students and parents/carers 

· To work alongside the Headteacher and Deputy Headteacher, to recruit and train invigilators to JCQ regulation standard

· To be responsible for the administration, organisation and distribution of examination results, including the summer results days
Working hours: These are flexible as hours will increase (and decrease) at certain times of the year e.g. during the examination seasons when early start / late finish may involve working longer days. This will be by mutual agreement with the Line Manager.
Key responsibilities
Public Exams

· To be responsible for examination entries for external exams to the examination boards for all public exams.  This will include GCSE, AS and A Level, IFS, EPQ and university entrance exams, e.g. UKCAT, BMAT
· To communicate with the relevant examination bodies on all matters relevant to the administration, organisation and smooth running of our public examinations and to disseminate this information to the relevant members of staff.

· To liaise with Curriculum Area Leaders regarding advanced notification of estimated examination entries, checking of examination entries and electronic submission of forecast grades for all examinations.

· To liaise with Curriculum Area Leaders regarding arrangements for submission of NEA and moderation samples of coursework / centre assessed work controlled assessments.

· To check all examination charges and fees on invoices and liaise with the Finance Office.

· To liaise with the SENCO regarding special arrangements for candidates, including extra time allowances, and to process applications for special consideration, taking responsibility for this
· To liaise with the Heads of Year about the withdrawal of candidates from public examinations, taking responsibility for this
· To produce a summary examination timetable for planning purposes, e.g. dates/times of examinations and the number of candidates, and an invigilation timetable, including rooming of all public and mock examinations including practicals, orals and written papers.

· To communicate with students and their parents /carers regarding arrangements for public examinations, including distribution of statements of entry, individual timetables, details of special arrangements and information about collection of results during the summer holidays.

· To brief all year groups on examination procedures and conduct in Exam Assemblies, and to produce guidelines for staff and students.

· To liaise with staff, parents/carers and students to manage any queries or complaints about public examinations. 

· To liaise closely with the Headteacher regarding the employment and training of the required number of Invigilators
· To check examination papers and resources as they arrive and put into safe storage.

· To be responsible for the daily running of public examinations, including practicals and to liaise with the site staff regarding requirements for setting up examination rooms.

· To make arrangements for the distribution of results to candidates on the days that results are published, including the A Level and GCSE results days in August.

· To work for two weeks during the summer holidays to oversee the distribution of results to candidates and staff and the handling of enquiries about results.

· To liaise with the Data Manager regarding the production of relevant statistics on examination entry and examination results.

· To keep up to date with the requirements of the role and undertake training appropriate to the role and to prepare policies and update as required.
· To support the Headteacher in managing any malpractice allegations, ensuring that JCQ regulations are strictly adhered to
· To lead on any visits by external agencies, e.g. inspections, on the running of external exams, ensuring all paperwork and policies are in place
Internal Mock and Year Group Examinations
· To be responsible for the organisation of internal mocks and year exams for Years 7-13
· To liaise with Curriculum Area Leaders, Curriculum Team Leaders/Directors to ensure the number and duration of exams are planned and both student papers and ghost papers are available and printed 48 hours in advance of the assessment
· To schedule the examination timetable to ensure all exams take place within the assessment window and minimise clashes for students. Where this takes place, a clear plan for students to sit the assessment is arranged and clearly communicated 
· To produce and distribute personalised student timetables in advance of assessment windows
· To lead on student assemblies to communicate key information, including school expectations 
· To organise invigilators to ensure the smooth running of examinations 

· To lead on any malpractice allegations, reporting suggested actions to the Headteacher and Deputy Headteacher 

· To lead on the rearranging of exams, working alongside the relevant Student Support Manager, should a student not sit them in the allocated time 
JCQ Lead

· To be fully aware of all JCQ and awarding body regulations and requirements and remain up to date with changes, communicating information as needed with the Headteacher, Deputy Headteacher, Senior Leadership Team and other staff
· To regularly review current practice against JCQ and awarding body regulations and requirements to ensure compliancy 

· To deliver and track regular training of JCQ and awarding body regulations and requirements to all teaching staff, invigilators and support staff
· To provide staff, student and parent/carer updates throughout the year to ensure regulations and requirements are fully met
Agreed by:


Approved by:






Sharon Pritchard, Headteacher

Date:


Date:
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Working together to achieve academic excellence and personal potential             

