[image: image1.emf]
JOB TITLE:


Examinations Officer
GRADE:


Business Support 

RESPONSIBLE TO:
Examinations Manager

BANDING:


Point 16 - 19
______________________________________________________________
JOB PURPOSE: 
The Exam officer role will take responsibility for a set area of curriculum and awarding body expertise. Ensuring compliance, registration, exam preparation and organisation of requirements for the smooth running of the examinations processes for Further Education, Higher Education and Apprenticeships.
_____________________________________________________________
MAIN DUTIES AND RESPONSIBILITIES:

Administer and data process/ input entries for all internal and external examinations, ensuring the accuracy and timeliness of learner data.
Liaise with stakeholders including students, parents, staff and organisation

Prepare and submit students’ examination and registration entries in respect of the various awarding bodies, ensuring learners are entered for the appropriate examination in a timely fashion.

Administer the receipt, recording, collation, storage, distributions and security of college and learner information including; examination papers, certificates, coursework and enrolment forms.

Professional, prompt and efficient handling and servicing of all queries regarding student exam records and associated compliance information.

Administer the preparation, timetabling, rooming and arrangements for invigilation of internal and external exams. Including any requirements for submitting access arrangements to specific awarding bodies.
To act as a specialist point of contact for Curriculum areas within the college helping to resolve any examination issues. 

Work proactively to ensure registrations are made timely, and achievements are submitted in a timely manner to meet awarding body deadlines.
Undergo regular training as an internal invigilator, to provide support to external invigilators and act as lead invigilator during the busy exam periods.
To undertake other general administrative duties associated with the Examinations department as required.
Administer the internal and external auditing of learner data held by the College.
-----------------------------------------------------------------------------------------------------------

Standard for all Jobs

· To perform services not only for the college but also for any Subsidiary as required.

· To take a proactive role in the identification of personal and group training and developmental needs which support college objectives and to actively participate in the fulfilment of identified training and development needs.

· To take responsibility to ensure that all students are safe and feel safe in the college environment and to follow all safeguarding and prevent policies and procedures.

· To contribute promotional activities both inside and outside the college and to assist in the production of promotional and publicity materials as required.

· To operate at all time within both the spirit and the practice of the college Equal Opportunities policies.

· To be aware of and work with due regard to safety and safe practice.  To meet statutory requirements and to report any hazards / unsafe practices or incidents as appropriate.

· To represent the college in the best light at all times.

· To maintain such records and undertake administrative duties as may be determined by the college.

· To carry out any other duties in connection with the appointment which may be reasonably determined from time to time by the Principal or line manager.

This Job Description is intended to provide a guide to the general duties and responsibilities of the specified post and to set in context the framework within which the post holder will operate.  It should not be regarded as a legal document nor a set of conditions of service.

The Job Description sets out the main duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the post.  Such variations are common occurrences and cannot of themselves justify a reconsideration of the grading of the post.

This Job Description will be reviewed regularly and may be varied in the light of the business needs of the college.

-----------------------------------------------------------------------------------------------------------

Prepared by:

Hilary Wood, Head of Claims and Compliance 
Date:


February 2022
Name: 



_______________________________________
Signed by post holder:
_______________________________________
Date:



​​​​​​​​​​​​​​​​_______________________________________
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JOB TITLE:
 Exams Officer
	CRITERIA
	E
	D
	Method of Assessment

	Formal Qualifications

1. Minimum of five subjects at GCSE level (grades A-C), or equivalent
2.Level 2 qualifications in Mathematics in English

	(
(

	
	App Form

App Form

	Experience

1.Minimum of 2 years’ experience of in a previous examinations post
2.Substantial knowledge of JCQ examinations procedures and practices.
3. Previous experience of using Pros Solution exams software
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	(
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	App Form

App Form/Int
App Form/Int

	Skills, Abilities and Personal Qualities
1.Proven computer literacy using standard office software applications such as Microsoft Office

2.A good standard of written English and confident and effective oral communication skills.
3.To work effectively as part of a team, share tasks and responsibilities and work on own initiative.

4.Collate and summarise numerical data and present it accurately in an easily comprehensible form.

5.Excellent time management skills and the ability to organise and prioritise work demands to meet tight deadlines whilst maintaining accuracy.

6.Experience of liaising with a wide range of staff across an organisation.

7.Excellent interpersonal skills including;
Flexibility.
8.Composed Calm approach under pressure
Honesty and integrity.
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	Int/Test
App Form/Int
Int.
Test 

App Form/Int

App Form/Int

App Form/Int

App Form/Int

	Safeguarding

1.   Must be suitable to work with 

      young people and vulnerable 

      adults. 
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	App Form/Int/Checks


	E = Essential

D = Desirable
	App Form = Application Form            Int = Interview

Test = Interview Test                        Pr = Presentation

Ref = Reference                                MT = Micro Teach




	Our mission: outstanding technical and professional learning, which raises aspirations, develops skills and changes lives.


DUDLEY COLLEGE OF TECHNOLOGY OPERATES A NO SMOKING POLICY
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