
        




	JOB INFORMATION

	JOB TITLE
	Exams Manager (Oxfordshire) 
	POSITION NUMBER
	

	SERVICE AREA
	Directorate of Institutional Effectiveness
	LOCATION/CAMPUS
	Oxfordshire 

	GRADE
	Business Support Grade 9
	GRADE RANGE
	£31,593 - £35,548 per annum

	HOURS
	37
	TYPE
	Permanent

	ACCOUNTABILITIES

	RESPONSIBLE TO
	Group Examinations Manager
	NO. OF EMPLOYEES
	

	BUDGET (£)
	n/a
	ASSETS
	n/a

	JOB PURPOSE 

	· To provide a full and extensive examinations service to the Oxfordshire Colleges (City of Oxford College, inc. Technology Campus at BBL and Banbury & Bicester College)
· To ensure consistency of service across Oxfordshire Colleges, as directed by the Group Examinations Manager
· To co-ordinate the entries, assessments, certification and achievement recording of all qualifications 

· To work across and within the Group Exams team to ensure activities are planned, resourced and carried out effectively and efficiently ensuring every student has the maximum opportunity to achieve their aims
· To Line manage the day-to-day examinations service and staff in the Oxfordshire Colleges

	QUALIFICATIONS AND EXPERIENCE
	TECHNICAL KNOWLEDGE/SKILLS
	BEHAVIOURIAL SKILLS

	· Qualified to level 2 standard or higher in English and mathematics

· Experience of meeting deadlines

· Experience of working in an examinations office and administering academic, vocational and professional qualifications
· Relevant supervisory experience
· Experience of using large databases
· Management qualifications or evidence of management/skills improvement CPD


	· Ability to prioritise and organise workload
· Thorough working knowledge of awarding body and regulatory requirements
· Experience of using, developing and enhancing examination databases
· Good IT skills including word processing and spreadsheets
· Accuracy and attention to detail
· Ability to remain clam under pressure
· Ability to utilise reports to help address data issues
	· High Aspirations

· Excellent customer service ethos
· Flexible approach to working hours during peak periods

· Strong team work ethos

· High level of attention to detail
· An ability to react to change quickly and positively
· Seeks continuous improvement

· Makes best use of technology

· Strong communications skills – can disseminate info widely

· Highly organised, methodical, tenacious
· Ability to be self-directed with initiative and to be able to solve practical problems without supervision
· Ability to remain calm under pressure
· Initiative and problem solving skills
· A personal commitment to keeping professional knowledge up to date and improving capabilities.
· A demonstrable understanding of customer requirements in order to exceed their expectations which adds value and improves customer satisfaction


	MAIN DUTIES AND RESPONSIBILITIES

	· To implement group examination service defined roles, responsibilities and ways of working
· To line manage Oxfordshire exams staff

· To line manage, recruit and fulfil training needs of Exams Invigilators
· Utilise effectively and efficiently, all Oxfordshire exams staff and exams office functions 

· To assist in developing and maintaining excellent service to all customers

· To support the ALS team on the co-ordination, collection, maintenance of records and provision of examination support requirements

· To distribute exam outcomes in a timely fashion and in a way that allows teaching teams to easily interpret the results

· Pro-actively assist in the monitoring, chasing and collection of missing results

· Ensure full compliance with awarding body and JCQ regulations and changes
· Be an ambassador for Activate learning in all contact with external organisations and groups

· Safeguard against awarding organisation penalty fees by ensuring timely and well communicated deadlines and utilisation of reports

· Pro-actively report to appropriate bodies of any suspected malpractice and irregularities

· Assist in strategic income generation planning and implementation
· To support group wide exam service initiatives, tasks and projects

	GENERIC RESPONSIBILITIES 

	· To provide the service in accordance with the Corporation’s Vision, Strategic Plan and Service Improvement Plans

· To work in the spirit of the employee / manager charter

· To demonstrate and promote ethical behaviour appropriate to that which would be expected by our customers

· To work in a flexible manner and to be willing to undertake other duties as reasonably requested 

	Candidate Screening
	Rehabilitation of offenders Act 1974

applies
	Disclosure & Barring Service
Enhanced Clearance


This job description is written at a specific time and is subject to change as the demands of the organisation and the role develops.  The role requires flexibility and adaptability and the employees of the Corporation need to be aware that they may be asked to perform tasks and be given responsibilities not detailed on this job description.   

Diversity Statement

It is the policy of Activate Learning to recognise and encourage the valuable and enriching contribution which people from a range of backgrounds and experiences can bring to the life and development of the institution.  The College will therefore aim to provide an education service which in its teaching, administration and support services, actively promotes equality of opportunity and freedom from discrimination on grounds of age, cultural background, disability, ethnicity, gender, religion or sexual orientation in both education and employment.
Health and Safety Statement

All employees have a responsibility to co-operate in promoting and maintaining a safe and healthy working environment and to take reasonable care of their own health and safety at work and that of all other staff.  Line managers for the health and safety of their direct reports and other team members for which they have general management responsibility.

Safeguarding

Activate Learning is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment
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