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Job Description
Examinations Assistant
August 2022
Line Managed by Exams Officer
Core Purpose
To assist the Examinations Officer with the examination process to ensure that both internal and external examinations in the school run smoothly and maximise opportunities for students.
 Main Responsibilities 
· Assisting the Examinations Officer in co-ordinating examination entries for external exams to the Awarding Bodies using Bromcom to make entries, retrieve results and generate timetables.
· Organise examination papers as they arrive
· Assist the Examinations Officer to make arrangements for all internal examinations, including timetabling, rooming and Invigilation.
· To provide assistance for all aspects of mock examinations for Years 9,10,11,12 and 13.  As well at Cognitive Abilities Testing (CAT) and the Aptitude test arrangements.
· To provide assistance in the resolution of examination clashes and management of all necessary arrangements for students affected.
· Assist with arrangements for re-marks, reports and queries about examination results from the Awarding Bodies.
· Assist the Examination Officer with the receipt of examination certificates, safe holding and distribution.
· Undertake any other reasonable duties as required by the Examinations Officer
· Liaise with the SEN department regarding Lucid testing for Access Arrangements.  Liaise with the external assessor and assist the SENCO to make online applications.
Additional responsibilities
Exam access arrangements
· Work closely with the exams officer and SENCo to ensure testing for Access Arrangement is done in accordance with the exams policy. 
· In conjunction the SENCo, identify those children who qualify to be tested under the exam rules. 
· In conjunction with the SENCo, write to parents to inform them of the Access Arrangement testing process. 
· Organise the screening (Lucid) tests, book the room and inform the children when the tests will be and explain why they are having them.  
· Facilitate screening (Lucid) tests.
· Download the results of the screening (Lucid) tests and inform the SENCO/Exams officer. 
· Be responsible for filing all results in the evidence file.
· Contact external assessor with the results and liaise with them to set up further diagnostic testing. 
· In conjunction with the SENCO, organise consent letters to go out to parents and collate replies for the evidence file.
· Liaise with the external assessor and arrange for them to come in and book the necessary room for the testing to take place. 
· In conjunction with the SENCO, send letters out to inform parents what Access Arrangements their children are entitled to once they have been tested. 
· Inform the children of the Access Arrangements so they are clear and know why it is important they use them. 
· In conjunction with the SENCO and the external assessor, prepare form 8s ready for signature by the SENCO.
· Ensure all paperwork is filed in the evidence file for each student. 
· Keep all records in the staff area ‘Access Arrangement folder’.
· Become familiar with the JCQ ‘Access Arrangements and Reasonable Adjustments’ guidance book. 
· Keep up to date with any changes in the exam rules.
· Attend the JCQ Accelerated Reader training course
Student Services
· To act as principal first aider
· Deputise for Student Services Manager in absence and support functions within the service
· Assist with reprographics and student filing
· Have a working knowledge of medical care plans and assist with care plan meetings and storage of medications
· Support in the creation of First Aid policies, procedures and annual risk assessments
Attendance
· Learn the attendance officer role in order to be able to deputise in the absence of the Attendance Officer.
· Assist with attendance calls home/checking students’ locations at busy times
Other Responsibilities
· To promote equality and inclusivity 
· To communicate and co-operate with persons or bodies outside the Trust where applicable
· To contribute to the strategic objectives of the Trust
· To be a positive contribution to the sustained development of the Trust through improvement of outcomes for pupils and the wider community
· To participate in appraisal according to the Trust procedures
· To commit to continuous professional development
· To comply with the Trust Health and Safety policies
· To be flexible and be able to accept the inevitability of change
· To participate in meetings arranged for any of the purposes described above
· Play a full part in the life of The John Warner School community, to support its distinctive mission and ethos and to encourage and ensure staff and students to follow this example
· Uphold and promote the school’s values
· Promote actively the school’s corporate policies 

Whilst this job description is current, and every effort has been made to explain the main duties and responsibilities of the post, each individual task may not have been identified. Employees will be expected to comply, following consultation, with any reasonable request from the Headteacher to carry out tasks and duties that are of a similar level, but not specified in the job description.
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