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JOB DESCRIPTION 
 
Job title:	           Examinations Officer 

Reporting to:          MIS Manager
 
Hours: 		37 hours per week / 40-week reduced pattern (including exam results days)
 
Salary: 	Spine point 33: £32,827
Pro-rata: £29,088

Closing Date: 	Sunday 12 April 2025 at 5 pm
 
The normal working day will be 8:45 am to 5:00pm however the ability to work flexibly on exam days is essential where the working day will be extended from at least 8:00 am until the end of the exams on that day allowing for student access arrangements. It will be anticipated that any additional hours worked during the summer exam period will be paid for.
 
Job purpose:
 
The College is currently seeking a person with sound experience of administration to take responsibility for all matters relating to examination support including the arrangement and supervision of examinations across a range of academic and vocational areas.

Timetabling & Logistics
· To liaise with teaching staff to ensure students are entered for the correct examinations and qualifications 
· To ensure critical tasks relating to entries, registrations and access arrangements are completed within deadlines
· To deal with all aspects relating to electronic sources of information, this includes recording on the College MIS system and those systems provided by the Exam Board’s
· To compile the college Exam Timetable based on student entries
· To identify scheduling clashes and undertake the administration required, liaising with the appropriate staff
· To manage the administrative arrangements for examinations including booking rooms, invigilators, arrangements for readers and scribes and booking equipment ensuring appropriate conduct and staffing of all examinations.
· To record all examination expenditure
Conduct of Examinations
· To ensure the secure storage of all examination materials
· To prepare assessment and examination materials in a range of media as required, and to ensure all examination materials are securely stored until they are required.
· To maintain audit records of all actions in the life of an examination script
· To oversee the conducting of mock/internal examinations, including confirming/awareness of the schedule for the year, who will invigilate, where exams will be roomed, how candidates will be briefed, JCQ regulations, and the collection and secure retention of work for resilience arrangements.
· To work proactively to avoid malpractice among students and staff, support the Head of Centre in taking all reasonable steps to prevent the occurrence of any malpractice (which includes maladministration) before, during and after examinations/assessments have taken place

Post Examination

· To ensure all exam, assessment materials and electronic media are collated and returned to awarding bodies via the correct mechanism
· To deal with results and appeals
· To ensure certificates are stored securely and distributed appropriately
Support, Guidance and Compliance
· To provide guidance and support to Head of Centre, SMT, college staff, parents and students in matters relating to JCQ guidance, this may be in the form of the collection of resources, training or information sharing
· To liaise regularly with all teaching and learning staff on all matters relating to examinations, including but not limited to the ordering of papers in the format required by students
· To set up new users on Exam Board portals as required for their roles
· To liaise with the volunteer co‑ordinator to support invigilators, readers and scribes
· To provide guidance and support to staff, parents and students regarding JCQ guidanceTo monitor and ensure rigourous compliance to all laid down procedures and regulations as required.
· To be RNC’s point of contact with examination boards, training providers and the Joint Council for Qualifications (JCQ) and to attend meetings on behalf of the College
· To support inspections undertaken by the JCQ Centre Inspection Service (CIS), particularly general inspections during an exam series and question paper integrity inspections.
· To implement, develop and maintain RNC policies and procedures within examinations, ensure they are up to date, regularly reviewed, fit for purpose and available to all students and staff, ensuring adherence to the highest standard of integrity and professionalism.
· To support the centre’s contingency measures.
Cross‑College 
· To liaise with departments across the college in order to maintain accurate and auditable data and to prepare reports as required
· To operate as a member of the MIS team with responsibility for the audit, evaluation and analysis of the full range of learner data relating to achievements.
· To support MIS with work as required and assist the MIS Manager in any duties required to ensure the smooth running of MIS services


PERSON SPECIFICATION – Examinations Officer
Essential and Desirable criteria will be assessed using a range of methods that may include: application form, interview, task or test, presentation of certificates or required document. Consideration will be given to candidates who may not hold all of the essential requirements but who can demonstrate equivalent and relevant experience.
 
	ATTRIBUTES
	MINIMUM/ESSENTIAL 
	DESIRABLE 

	Experience
	· At least four years administrative, teaching or learning support experience
· Experience of managing processes/office-based systems
Use of a education or office based systems
	· Experience of working with an examination setting. 
· Working with people with learning difficulties and/or disabilities
· Working within an educational setting
· Experience of supervising or supporting staff or volunteers.

	Knowledge/skills
	· A high level of ICT capability 
· Excellent interpersonal, verbal and written communication and organisational skills
· Awareness of health & safety practices and guidelines
 
	· Good working knowledge of Office or equivalent in particular Microsoft Word, Excel and Teams
· Understanding of enabling technologies 
· A willingness to learn and undertaking training as required
 

	Qualifications and training
	· Minimum Level 3 qualification
· GCSE English/Maths Grade C or above.
	· ECDL, MS Office,  ITQ L2 or similar
· BTEC L4 Examinations Management qualification 

	Aptitudes and abilities
	· Excellent organisational skills
· Maintain confidentiality of all work undertaken
· Excellent communicator
· High level of accuracy and attention to detail
· Ability to work independently, and as part of a team 
· Work effectively under pressure and to deadlines
· Ability to prioritise a demanding workload
· Ability to make decisions under pressure
	· Experience of managing resources, including people.
· Be able to work with all levels of ability.
· Ability and willingness to support others in the examination procedures
· Understanding of safeguarding for our students and a commitment to safe practice
· Commitment to equality and diversity and its active promotion

	Disposition, attitude and motivation
	· Excellent communication skills of technical language to a wide audience
· Solutions focussed
· Positive “can do” outlook
· Enthusiasm, self-motivation and initiative
· Willingness to work flexibly in response to the needs of the organisation 
· Ability to handle difficult conversations effectively
 
	· Understanding of safeguarding for our students and a commitment to safe practice
· Commitment to equality and diversity and its active promotion

	Additional/other
	· Enhanced DBS (Disclosure & Barring Service) disclosure required prior to appointment being confirmed
· Eligibility to work in the UK
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