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Job Description
Post:
Senior Examinations Administrator 




(Second in Department)
Post:


Senior Examinations Department (Second in Department)


Salary spine: 

Support Staff

Grade: 

7
Salary: 

£29,349 - £32,259 (Pro Rata)
    Hours of work: 
Term time + 5 weeks (36 hours per week) 



Flexible working during busy exam periods and during some college holidays (by prior agreement) will be required 

Responsible to: 
Examinations Manager

Main purpose of the post:
With support from the Examinations Manager:
· 
To be fully cognisant with all JCQ regulations and the instructions for conducting examinations.

·     Act as a team leader for the Examinations Administrators.  Take day-to-day responsibility for the Examinations Administrators’ workload – create and update rotas, allocate resources to ensure preparation for exams is properly covered, ensure other administrators are aware of the daily and weekly priorities.

·    Take responsibility for the invigilation team – to include annual recruitment, training, exam allocation and discipline.

·    Deputise for the Examinations Manager to allow extended hours to be covered in the exams department – taking into account early starts to the day and late finishes.

·    When the Examinations Manager is not present, deal with student and invigilator issues in the exam rooms and be responsible for the receipt and administration of exam room materials returns. 
·     Undertake a share of student briefings, staff presentations and network events.  

Main duties:

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

N/A

3. 
Curriculum Development


N/A
4. 
Staffing

4.1
To contribute to the effective organisation and administration of all aspects of the College’s examinations.

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/procedures and Prevent Strategy.
Discipline
5.2
Take responsibility for promoting good standards of behaviour and conduct in students across the department by implementing and monitoring and reporting breaches of the Student Conduct, Behaviour and Entitlement Policy.
Support for Students
5.3        Work collaboratively with the pastoral and inclusive learning support teams to ensure that all students, regardless of ability, receive the support they need whilst taking exams and assessments, ensuring exam access arrangements are in place and implemented. 
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 Appraisal system and have an annual review meeting with your line manager. 
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 take responsibility, along with the examinations administrators, for the administration of a designated series of examinations.

8.2
To input and update examination data on the College’s computerised management system, becoming competent and confident using Unit-e and exams modules.

8.3
To be competent in the use of the College’s administrative software, and the use of Microsoft’s various software packages – including Word, Excel, Powerpoint, Access etc.  Also be familiar with other software packages including Read&Write, Adobe etc.
8.4
To use existing processes to create exam preparation documentation and organise and reproduce materials as appropriate.  Contribute to the updating of existing procedures to ensure they remain relevant and lead the documentation of any new operational procedures that may be required. 
8.5
To assist in the organisation of examination rooms, and examination timetabling arrangements.

8.6
To produce examination seating plans.

8.7
To provide support during exam sessions and examination paper preparation, starting and ending examinations, and returning examination material to the awarding bodies.

8.8
To maintain a close working knowledge of the examination calendar.

8.9
To support the general clerical duties needed for the efficient administration of examinations.

8.10
To undertake other such duties as are commensurate with the nature and level of the post as may be reasonably required by the Line Manager.
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

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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