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Exams and Administration Officer
Job Description
Reports to:

School Business Manager
Contract Type:
Permanent.
Hours:
35 hours per week over 5 days, 45.7 weeks
Status of Post: 


This role sits within our Administration Team
JOB PURPOSE

The Exams and Administration Officer is responsible for overseeing all aspects of examinations management within Heath Farm School and Heath Farm 6th Form, and coordinating all arrangements for public examination entries. The demands of this are seasonal; changes over recent years to public examinations by the major exam boards have resulted in the majority of exams now being taken during May and June.

When not carrying out duties related to examinations, the post holder will work as a member of the Administration Team and assist the School Business Manager with duties relating to Human Resources and finance.
Potential applicants who have previous experience of working in an examinations office should not be deterred from applying if they lack other office administration experience, and vice versa, as training will be provided. 
The post holder will have: 

· good administrative skills;
· computer literacy;
· be highly efficient and organised.
The post holder will:

· be articulate and able to deal sensitively with a variety of situations with teachers, examination invigilators, students, parents and examination board representatives ;
· have the ability to be clear and assertive whilst remaining calm and composed in a variety of situations;
· be flexible to switch between roles according to demands and seasonal needs;
· be available to work during the summer holidays, particularly in August, in order to process examination results when they come in.
AREAS OF RESPONSIBILITY
Examinations Officer Responsibilities 

· Oversee all arrangements for all public examination entries such as GCSEs and equivalent, from a wide range of awarding bodies at Level 1, 2 and 3 for both main site and the 6th Form students;
· Organise the collection of registration and examination fees; organising, invoicing and ensuring money collected is credited to the relevant account, in liaison with the School Business Manager;
· Co-ordinate the preparation and submission of entries to examining bodies;
· Ensure all examination papers and stationery are delivered safely to the school, being responsible for their strict security and ensuring completed papers are dispatched promptly and appropriately;
· Be responsible for arrangements for the conduct of existing and new examinations including the provision of accommodation;
· Co-ordinate the team of invigilators, with the support of the Lead Invigilators, including recruitment, training, management and deployment of invigilation staff;
· Make appropriate timetabling and room arrangements for the above and ensuring proper examination invigilation of the examinations is put in place;
· Ensure that all examinations start and finish appropriately in line with examination board regulations including the conduct of any on-line examinations;
· Ensure that students are given all the necessary relevant information about examination entries, the dates and times of the examinations, conduct during examinations and the collection of results and certificates and that this information is given in good time;
· Ensure that all necessary stationery and materials and other requirements are provided for examinations;
· Initiate appropriate correspondence with and responding appropriately to correspondence from the various examination boards Heath Farm School works with;
· Deal with issues relating to appeals, remarking and other administrative issues such as pupils who miss examinations through illness or who require special consideration;
· Deal with enquiries from parents and students, including former students;
· Receive examination results and certificates and make arrangements for their issue;
· Oversee the appropriate dissemination of public examination results to the appropriate bodies as and when requested;
· Keep up to date with the necessary policies, procedures, rules and regulations laid down by the different examination bodies;
· Organise appropriate arrangements for the support of all candidates through liaison with key staff at Heath Farm School;
· Work in liaison with the nominated member of the Senior Leadership Team to provide information related to public and internal examinations in a format which is easily accessible so that effective examination analysis can take place immediately after results have been received and processed;
· Liaise with the Deputy Head (Curriculum), Assistant Head (6th Form), Key Stage Leads and Subject Leads to ensure appropriate timetabling and invigilation arrangements are in place for the school’s internal mock examinations.

Administration Responsibilities 

Provide a range of school office support and reception functions including (but not limited to):

· Update, modify and retrieve data on both manual and computerised systems, working within appropriate deadlines;

· Provide support, when required, on reception to ensure a warm welcome for pupils, parents/carers and visitors to the school, maintaining a positive school image;

· Produce relevant school documents and type correspondence;

· Photocopying, laminating, filing, binding etc.;

· Minute taking as required;

· Booking of meeting rooms as requested;

· Answer incoming calls, ensuring that any information received via telephone, email and mail is effectively processed or forwarded, ensuring high quality communication at all times;

· Carry out administration related to school and local authority meetings, particularly EHCP reviews;

· Maintain pupil medication records and administer medication;

· Distribute petty cash and ensure slips are appropriately signed off;

· Order and distribute stationery;

· Assist the School Business Manager with data protection duties;

· Coordinate all purchase requisitions for processing, also entering order requests on to the purchase order system in the absence of the School Business Manager;

· Human Resources administration as required by the School Business Manager;

Other duties
· Manage and contribute to own personal development as part of the Group’s commitment to invest in staff as the key resource within the organisation;

· Meet statutory duties in relation to Health & Safety, equal opportunities, data protection and other relevant legislation;

· Operate in an environment of continuous improvement, continually evaluating and suggesting improvements to school processes as technology changes;

· Any other reasonable and appropriate duties as requested by the School Business Manager or Head Teacher.
Review
This job description forms part of the contract of employment and may be amended at any time after discussion with the School Business Manager. 

This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the school as may be reasonable expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post. 

Job Specification

	Criteria
	Qualities


	Essential
	Desirable

	Qualifications and training
	Minimum of 3 GCSE’s or equivalent
	(
	

	
	Undergraduate degree
	
	(

	
	Child Protection, Safeguarding
	
	(

	
	NVQ Teaching Assistant or equivalent
	
	(

	
	Business or administration qualification
	
	(

	

	Experience
	Experience of working in an examinations coordination function and/or an administration role
	(
	

	
	Experience of working with young people 
	
	(

	
	Experience of working with Looked after children (LAC)
	
	(

	
	Understanding of needs of children in care
	
	(

	
	Understanding / knowledge pupils with Special Educational Needs (SEN)  
	
	(

	

	Skills and knowledge
	Good listener
	(
	

	
	Good literacy and numeracy
	(
	

	
	Competent in the use of ICT
	(
	

	
	Good customer service skills
	(
	

	
	Able to contribute to report writing and record keeping
	(
	

	
	Full driving licence
	
	(

	

	Personal qualities
	Ability to work as part of a team
	(
	

	
	Flexible and approachable
	(
	

	
	Ability to deal sensitively with people and help to resolve conflict
	(
	

	
	Adaptability
	(
	

	
	Able to support pupils in their learning
	
	(

	
	Enthusiastic about new experiences / situations
	(
	

	
	Calm under pressure
	(
	

	
	Good sense of humour
	(
	

	
	Positive and energetic approach to work
	(
	

	
	Non-confrontational and patient
	(
	

	
	Set a good example of tolerance and respect for others
	(
	

	
	Empathetic
	(
	

	
	Willing to learn from the good practice of others
	(
	

	


Signed:

[Post holder]
……………………………………………………………

Date ……………………………….



[Line manager]
…………………………………………………………….

Date ………………………………..
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