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Job Description

Post:	Examinations Assistant 		



Salary spine: 		Support Staff
Grade: 		4
[bookmark: _GoBack]Salary: 		£22,736-£23,162 (pro-rata)

    Hours of work: 	Term time (16 hours per week). 

	Monday to Thursday 10.00 – 14.00 (some flexibility for the right candidate) 

	It may be necessary to work some additional hours during busy exam periods (to be taken as time off in lieu)

	It may be possible to undertake additional invigilation work on an ad hoc basis and to be paid separately for this (hourly pay rate).

Responsible to: 	Examinations Manager

Main purpose of the post:

To provide administrative support to the Examinations team

Main duties to include:

Contribute to the effective organisation and administration of all aspects of the college’s examinations, including:

· Act as first point of contact for telephone, email and in–person office enquiries.
· Organise and keep sufficient stocks of office stationery and examinations stationery (e.g. answer books / continuation paper / formula books)
· Send out invigilator shift allocations and monitor returns
· Be responsible for exam room preparation - including putting posters up, replenishing stock in cupboards and checking clocks.
· Ensure exam room box contents are correct before each set of exams and are replenished regularly.
· Sort desk cards and word processor details for each set of exams.
· Print and put up relevant invigilator lists, ensuring the current day is always visible.
· Print and put up student seating lists, ensuring the current day is always visible.
· Carry out the initial preparation of monthly invigilator pay claim documents
· Carry out NEA scanning and document naming.  Upload to the relevant examination board secure site.
· Assist with the upload of BTEC set tasks to the relevant examination board secure site.
· Assist with BTEC/NCFE grades being entered to the relevant examination board secure system
· Receive and sort qualification certificates for distribution to students
· Cover in examination rooms if invigilation staff are absent at short notice.
· Any other duties of a similar level at the request of a member of the examinations team


Other general responsibilities:

1. 	Operational/Strategic Planning

1.1 	Contribute to setting standards in the Department’s annual self assessment report and action plan in line with the College’s planning and quality assurance procedures.  

2. Teaching/training 
(not applicable)


3. 	Curriculum Development
(not applicable)

4. 	Staffing

4.2	Work collaboratively as part of a team to share good practice.
4.3 	Work flexibly providing cover for absent colleagues when required.
4.4	Participate in continual professional development and coaching and mentoring to enhance and share good practice.

5.	Students

Safeguarding

5.1	Commit to safeguarding and protecting the welfare of children and young people by ensuring effective implementation of the safeguarding policy and procedures.  

Discipline 

5.2	Take responsibility for promoting good standards of behaviour and conduct in students by implementing and reporting breaches of the Student Conduct and Discipline policy.

Learner Involvement 

5.3	Contribute to the development and implementation of the Learner Involvement Strategy in order to improve the quality of provision and to respond appropriately to learner needs. 

6.	Quality Assurance 

6.1	Contribute to the Self Assessment Report and Quality Improvement Plan within the Department.
6.2	Participate in the College’s Performance Management Review system and have 	an annual review meeting with your line manager. 
6.3	Keep a professional development file to record personal training and 	development.  

7.	Equality and Diversity

7.1	Create a purposeful, positive and supportive working environment, sensitive to 	equality and diversity.



8.	Management Information and Administration

8.1	To be competent in the use of the College’s administrative software, and the use of Microsoft Office software.
8.2	To ensure compliance with data protection regulations.

9.	Communications

9.1	Attend College events, briefings and meetings as part of the College’s meeting schedule. 
9.2	Use the College’s systems, policies and procedures to communicate issues as 	necessary.

10.	Marketing and Liaison

10.1	Contribute to the marketing and promotion activities of the College and the 	Department.  

11.	Management of Resources
	(not applicable)
   
12.	Other

12.1		Contribute to the college mission and ethos and support the aims and objectives of the College.
12.2 		Follow and comply with the college’s policies and procedures as outlined in the Staff Handbook and take responsibility for the duty of care in respect the levels of Health & Safety across the College.
12.3		Undertake any other duties of an equal nature as assigned by the Principal or her designated alternate. 
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