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JOB DESCRIPTION

JOB DESCRIPTION FOR THE POST OF: 

Examinations Officer
REPORTING TO: 




Exams Co-ordinator
RESPONSIBLE FOR:   



No line management responsibility

GRADE: 





Scale 5
LOCATION:





Willesden Green / Paddington Green 
PURPOSE OF JOB:


Within the context of the College’s commitment to providing quality education for all, to ensure that all operational requirements of an Examinations service are observed and carried out in accordance with the directions of The Exams Co-ordinator, Deputy Head of Exams and Head of Exams; The best interests of students and the United College Group is paramount.  The post-holder will be required to take responsibility for all dealings with specific examining bodies and may be based at any of the College’s main Centres. 
1. MAIN DUTIES AND RESPONSIBILITIES

1.1 To work closely with the Exams Team Leader and Deputy Head of Exams across the College, in developing and maintaining systems to ensure the timely entries of candidates to the various examination boards. 

1.2 Maintain systems for ensuring that exam registrations are complete, accurate and processed at a minimum cost to the organisation. Produce exam entry reports and grade boundaries report for Head of Enrolment Compliance, Deputy Head of Exams and Exams Team leader.

1.3 To use the College’s Management Information System (MIS) and Awarding Body Websites to process entries and maintain records relating to examinations entries to the various examination boards. 

1.4 To liaise with Examination Boards on behalf of the College in respect of the administration of registrations, entries, conduct of examinations and examination results. Submit monthly admendment files via EDI

1.5 In liaision with the team leader and invigilation coordinator oversee the timetabling of exams and ensure that all exams taking place within the organisation are compliant with the relevant awarding body and JCQ requirements regardless of location, level, date, time, subject, funding stream, or examination method. Monitor and report exam attendance and outcome statistics.

1.6 To be an expert in Awarding Body and JCQ regulations to ensure exam conditions are adhered to.

1.7 Communicate any changes in timing or other circumstances to candidates and to relevant staff in a timely and effective manner.

1.8 Manage the receipt and logging of examination papers and certificates, received from various examination boards.  

1.9 To liaise with Team Leader to ensure accurate and timely entry of candidates. 

1.10 Respond to students and staff enquiries in a customer friendly and professional manner, by means of telephone, in writing or on a face-to-face basis.

1.11 Check examination results received and ensure information is disseminated to appropriate staff and students as necessary within set timeframes.

1.12 Liaise with the disability support team a to ensure that you are aware special arrangements for exams candidates.
1.13 Log exam certificates and arrange for distribution to students keeping a record of collection and posting.

1.14 Assist the Invigilator coordinator to ensure the correct number of invigilators per examination are available.

1.15 Determine, calculate and manage re-sit fees.  Inform students, Heads of Faculty and Finance of fee calculation and arrange and manage collection.

1.16 Manage the receipt and logging of exam papers upon delivery

1.17 Ensure that exams outcomes are correctly and efficiently entered onto the learner record system, after confirmation is received from the awarding body. 

1.18 Plan for the accurate and efficient running of examinations by calculating the candidate numbers and ensuring that JCQ rules are in place 

1.19 Monitor and maintain systems to ensure the safe storage of examination materials at every stage of the process.  Keep abreat of any changes to JCQ regulations in this area.

1.20  Ensure Administrative Support Guide are available to staff.

1.21 Ensure that certificates are dispatched to candidates as accurately and efficiently as possible.

1.22 To undertake any other duties commensurate with the grading of the post, this may include working with other Examination Officers and other administration staff across the college. 

2. GENERAL

2.1 Update own technical, legal and commercial knowledge and practice by attending courses, conferences and other appropriate training.  And share such knowledge and expertise internally.

2.2 Support the College’s mission, vision, values and strategic objectives.

2.3 Implement the College’s Equal Opportunities policies and to work actively to discourage unfair discrimination at the College.

2.4 To take responsibility for own professional development and to participate in relevant internal and external training and development activities as directed by the line manager.

2.5 Implement the College’s Health and Safety policies and practices and to take responsibility for ensuring that due care and attention is given to the requirements of health and safety legislation and to recommend remedial action as appropriate.

2.6 Adhere to and be committed to the implementation of the College’s Safeguarding Young People and Vulnerable Adults policy and practices.

2.7 Participate in College-wide projects and tasks as appropriate and as directed.

2.8 Work with staff within the Service to ensure the College’s commitment to continuous quality improvement is maintained. 

2.9 Work in other support service areas to meet the specific needs of the Service and the College.
2.10 Undertake other duties of a similar nature commensurate with the grading of the post. This may, on occasion require working at other locations and centres of the College.

This job description is current as of the date shown below.  In consultation with the post holder, it is liable to variation, to reflect or anticipate changes in the job.

Person Specification

It is expected that the successful candidate will be able to demonstrate the following competencies and qualities.  These will be tested and assessed by application, selection test and a panel interview:

Qualifications

	The successful candidate should:
	Essential / Desirable
	Tested by*

	1. Level 3 qualifications
	D
	I

	2. English and Mathematics at Level 2 or above. Or GCSE 4+ in English and Maths
	E
	I


Background & Experience

	The successful candidate should have:
	Essential / Desirable
	Tested by*

	1. Recent experience of Examinations/Awarding body regulations, platforms and software.
	D
	I

	2. Good working knowledge of Microsoft Office tools
	E
	I

	3. Ability to work autonomously with minimal supervision, effectively managing workload and priorities, working on several different projects / areas at the same time,  referring to senior management by exception
	E
	I

	4. Results focused with the ability to work effectively under pressure and to strict deadlines and with excellent attention to detail
	E
	I

	5. Experience working with databases and spreadsheets
	E
	I

	6. Experience dealing positively with operational change
	E
	I

	7. Experience in a professional role requiring integrity, honesty and adherence to regulations.
	E
	I


Knowledge

	The successful candidate should have demonstrable knowledge or experience of:
	Essential / Desirable
	Tested by*

	1. Minimum 1 years of administrative experience in an office based environment
	E
	I

	2. Methodical, logical and intelligent approach to the provision of pragmatic business solutions
	E


	I

	3. Excellent written and verbal communication skills with all levels of staff
	E
	I

	4. Excellent organisational and time management skills with the ability to work across all levels of the College
	E
	I

	5. Excellent problem analysis and solving skills.
	E
	I


Other Occupation Requirements 

	The successful candidate should have demonstrable Skills and Competencies
	Essential / Desirable
	Tested by*

	1. To have an understanding of and commitment to Equal Opportunities


	E
	I

	2. In addition to candidate’s ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

· Motivation to work with children and young people

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people

· Emotional resilience in working with challenging behaviours

· Attitudes to use of authority and maintaining disciple


	E


	I


Key to test Methods: I = interview     

This job description is a guide to the work you will initially be required to undertake. It may be changed from time to time to meet changing circumstances. It does not form part of your Contract of Employment.

An Enhanced DBS Disclosure will be requested of the successful candidate.
NOTE TO APPLICANTS: You should ensure that your supporting statement addresses each of the points contained in the person specification in turn.
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