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JOB PROFILE
	Job title:   
	Examinations Officer

	
	

	Grade::


	To be determined

	JE number: 


	JE170

	Accountable to:      

	Examinations Team Leader

	Line Management of:


	N/A 


	General Duties and Responsibilities 

· To contribute to the strategic direction and operational effectiveness of the College 

· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college

· Deliver on key performance indicators across the College, aiming to deliver continuous improvement 

· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies

· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 

· To complete and remain up to date with Mandatory Training

· To participate in the College Professional Development and Review (PDR) Scheme  

Duties and responsibilities


1. Undertake the timely and accurate input and maintenance of all student Exam and achievement records held on the College Student Records System and other related systems.
2. Organise, plan and deliver Exams following statutory Awarding Body rules, regulations, and deadlines.
3. Record, apply for, and put in place learners Access Arrangements entitlements in line with JCQ and Awarding Body rules and deadlines.
4. Claim student achievements, and distribute physical and electronic copies of results and certificates.
5. Ensure all processing adheres to funding rules, audit requirements and College Policies

6. Use College reporting tools to track and monitor compliance with funding rules, audit requirements and College Policies

7. Provide high levels of support to students, tutors and managers, ensuring high standards of customer care at all times

8. Action validation error reports to ensure accuracy of data
9. Help improve team processes and procedures with the Team Leader

10. Establish and maintain appropriate filing systems both in electronic and paper based format including individual student and programme files.
11. To contribute to the strategic direction and operational effectiveness of the College 

12. Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college

13. Deliver on key performance indicators across the College, aiming to deliver continuous improvement 

14. Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies

15. To proactively promote Safeguarding practice, EDI and Health and Safety.
NOTE

This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.
This job profile does not form part of your contract of employment.
PERSON SPECIFICATION

	Role:  Exams Officer
	E/D
	A
	I
	T

	Qualifications:  

	1
	Level 2 Maths and English or equivalent
	
	
	
	

	Experience and Skills:

	2
	Experience of working in an office environment encompassing a range of administrative tasks
	
	
	
	

	3
	Experience of working with a variety of computer systems
	
	
	
	

	4
	Experience of providing high quality customer service to a variety of internal and external stakeholders
	
	
	
	

	5
	Highly confident in working in a variety of computer packages (Microsoft Excel, Outlook, bespoke Databases) 
	
	
	
	

	6
	Ability to work under pressure and meet strict deadlines
	
	
	
	

	7
	Good organisational skills, with the ability to work within statutory rules, regulations, policies and procedures with accuracy and an eye for detail
	
	
	
	

	Personal Attributes:

	8
	Able to work effectively as a member of a team with excellent communication and interpersonal skills
	
	
	
	

	9
	Demonstrate a genuine commitment to equal opportunities and diversity
	
	
	
	

	10
	A respectful and inclusive attitude to learners and colleagues
	
	
	
	

	11
	Deal with people and situations in a patient, objective and good-humoured manner
	
	
	
	

	12
	Commitment to quality  and excellence through evidence of  continuing professional development
	
	
	
	

	13
	Demonstrates a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	
	
	
	

	Equality of opportunity:

	14
	A commitment to uphold and promote Equality of Opportunity 
	
	
	
	


KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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