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JOB PROFILE


	Job title:   
	Exams Co-ordinator

	
	

	Grade:

JE number:                               

	Band 5



	Accountable to:
	Exams Technical Team Leader



	
Duties and responsibilities



1. Manage and maintain a wide range of administrative and data tasks related to the student exams journey by providing a high level of attention to detail and organisation and utilising independent analytical skills to problem solve.

2. Provide a timely and accurate compliance checking and data processing service working with curriculum, learners, invigilators and external partners such as awarding bodies and JCQ, to support all elements of the student exams journey, including accurate inputting and maintenance of all exam and achievement records, putting in place learner access arrangements, claiming achievements and distributing results and certificates. This role will provide high quality, specialist support in relation to student exams data with an expectation of excellent customer service.

3. Support the Exams Technical Team Leaders in ensuring all exams data records held on the college student records system are accurate and recorded in a timely manner. This will include responsibility for undertaking sample checks on data held on both the college student records system and external awarding body sites. It also includes ensuring that the college’s exams data adheres to all relevant funding rules, audit requirements, data protection guidance and relevant college policies.

4. Take responsibility for the organisation and co-ordination of the delivery of all college exams ensuring all statutory awarding body rules, regulations and deadlines are met. The role will support the Exams Technical Team Leaders in ensuring the Exams Team liaise with Assistant Principals, students, curriculum staff, learning support, Estates and IT to ensure the smooth running of exams.
	
5. Support the Head of Exams and Exams Technical Team Leaders in decision making for locating and assessing suitability for any new venues taken on for delivery of external exams. Act as the main point of contact for these venues and have responsibility for working with the College’s Health & Safety Team to ensure all appropriate Health and Safety documentation is in place.

6. Utilise available resources including college validation reporting and dashboards, in addition to supporting the activities of the Funding & Planning Team, to ensure all data errors are investigated and resolved in a timely manner to meet all ILR submission deadlines.

7. Use professional experience and knowledge to lead on non-exam assessments (NEA), collating samples and submission of marks/grades in accordance with Awarding Body deadlines and standards.

8. Take responsibility for the service offered to private candidates, being the initial point of contact to deal with all general queries, registrations and monitoring of payments, liaising with external training providers and parents and students. Link in with the Learning Support Team to also ensure appropriate access arrangements are put in place.

9. Support Exams Technical Team Leaders with the planning and delivery of all T Level activities and be the main point of contact liaising with relevant curriculum teams. Contribute to driving improvements through all aspects of the T Level assessment journey to ensure our students receive an exceptional service.

10. Attend and contribute to meetings with other college teams and external partners, both online and in person, with the aim of ensuring any student data issues are identified and resolved as appropriate. Deputise for Exams Team Leaders as required in any relevant internal and external meetings.

11. Take responsibility for managing the Exam Entries Team shared inbox ensuring that queries are dealt with quickly and effectively and delegating tasks to appropriate team members. Be responsible for managing deadlines and progress towards targets across the team to ensure tasks are delivered on time.

12. Co-ordinate specified functions within the Exam Team’s portfolio of tasks and take responsibility for the continuous development & improvement of team processes & procedures alongside the Exams Team Leaders.

13. Support Exams Technical Team Leaders with the recruitment invigilation staff and monitor and coordinate up to date training for invigilators in accordance with JCQ regulations. Be responsible for tracking training undertaken to ensure appropriately trained invigilators have the skills and knowledge to carry out their role.

14. Deliver training and support to other Exam Team members, including training and guiding them in working towards the Exams Team processes and procedures, the use of college systems such as EBS Central & Shape and EBS Staff Hub and external awarding body systems.

15. Deliver training as required to other wider college teams, invigilators, learners and curriculum on the use of the college’s eILP and EBS Staff Hub systems that show all examinations related data: registrations, access arrangements, upcoming exams, results and certification.

16. To work additional and varied hours during critical business periods to ensure the smooth running of exams and other wider college activities including main enrolment and open evenings. This will include working evenings and on Saturdays as business dictates in supporting the wider college.

17. To work at any college campus as required.


General Duties and Responsibilities 

18. To contribute to the strategic direction and operational effectiveness of the college.

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

20. Deliver on key performance indicators across the college, aiming to deliver continuous improvement.

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

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

23. To complete and remain up to date with Mandatory Training.

24. To participate in the college Professional Development and Review (PDR) Scheme  


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
	Qualified to Level 2 in English and Maths (GCSE at Grade C or Equivalent)
	E
	X
	
	

	2
	Level 3 Qualification (preferably in relevant subject e.g. Business Administration/Customer Service)
	D
	X
	
	

	Experience and Skills:

	3
	Extensive knowledge of qualifications & exam processes
	D
	X
	
	

	4
	Experience of taking responsibility for organising and coordination of large events and working with budgets
	D
	X
	
	

	5
	Experience of delivering excellent customer service within a complex and diverse organisation to a variety of internal and external stakeholders
	E
	X
	X
	

	6
	Experience of delivering exam services flexibly and positively to meet the changing demands of the business and its customers
	D
	X
	
	

	7
	Experience of working independently with data and data systems to track information providing appropriate feedback to customers
	E
	X
	X
	

	8
	Excellent communication and interpersonal skills both written and verbal
	E
	X
	X
	X

	9
	Experience of working in an office environment encompassing a range of administrative tasks
	E
	X
	
	

	10
	Excellent IT skills, including the ability to use college systems such as EBS Central, EBS Shape, EBS Staff Hub, Excel, Word and SharePoint
	D
	X
	
	X

	11
	Experience of working effectively and proactively within a team to drive improvements, resulting in a positive customer experience
	D
	X
	X
	

	Personal Attributes:

	12
	Ability to build collaborative working relationships with internal and external stakeholders
	E
	X
	X
	

	13
	Ability to work independently, flexibly and without direct supervision
	E
	X
	
	

	14
	Excellent organisation and prioritisation skills including the ability to meet tight deadlines and to cope with a demanding workload
	E
	X
	X
	

	15
	Have a respectful and inclusive attitude to learners and colleagues
	E
	X
	
	

	16
	Ability to interrogate, interpret, cross reference, manipulate and reconcile complex data and working with attention to detail
	E
	X
	
	X

	17
	Ability to present information accurately and confidently to a wide range of customers both internally and externally
	E
	X
	
	X

	18
	Ability to deal with difficult and challenging situations, ensuring all queries are handled and dealt with professionally and promptly.
	E
	X
	X
	

	19
	Commitment to quality and excellence through evidence of continuing professional development
	D
	X
	
	




	Equality of opportunity:

	20
	Demonstrate a genuine commitment to uphold and promote Equality of Opportunity and diversity
	E
	X
	
	


	21
	Demonstrates a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	X
	X
	



KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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