JOB DESCRIPTION

Job Title:

Examinations Assistant – 6th Form and Enterprise
Reports To:

Examinations & Achievements Team Leader
Direct Reports:
None

Overall Responsibilities

· To assist in the co-ordination of the examinations service for students and staff in the 6th Form and Enterprise Centres
· To ensure the integrity of the examination process
· To understand all on-line exam staff responsibilities and procedures
· To work in conjunction with the Examinations & Achievements Team Leader to co-ordinate and deliver on-line examinations
· To work with the Examinations & Achievements Team Leader in the production of a detailed exams timetable, booking of rooms and invigilators
Main Duties:

1. To act as Exams Centre Support Assistant for 6th Form and Enterprise Centres.


2. To liaise with relevant Centres, students and awarding bodies.


3. To attend regular co-ordination meetings with 6th Form and Enterprise Centres.

4. To ensure completion of the Awarding Body registration/entry and forward to the examining bodies by the closing date for entry in accordance with Awarding Body regulations.  Dates to be published on College intranet including the ‘Course Review’.


5. To check that exam papers have arrived in good time for exams and to log their arrival on the exams interface.  Chase up non arrival of papers.


6. To keep exam papers and materials secure until the start of the exam.


7. To log and despatch scripts and papers to the relevant awarding body once an exam has finished.


8. To be responsible through liaison with staff and students for the administration of procedures relating to the processing of all examinations, including collation of exam entries, verifying enrolment and ensuring collection of appropriate fee.


9. To work in conjunction with the Examinations & Achievements Team Leader to ensure all on-line tests are scheduled and processed on EBS and the relevant web sites.


10. To assist the Examinations & Achievements Team Leader in the production of detailed monthly timetables.


11. To ensure the timely issue of statements of entry and result information to staff and students.


12. To liaise with the Examinations & Achievements Team Leader with regard to special arrangements and special consideration for candidates with special assessment needs in accordance with Awarding Body regulations.


13. To respond in an appropriate and timely way to queries from students and staff.

14. To ensure security of confidential examination material in accordance with Awarding Body regulations.  To arrange for daily issue of examination materials and checking and despatch of completed examination scripts.


15. To keep up to date with curriculum developments, changes to Awarding Body Regulations and ILR data requirements.


16. To record achievement and forward results to academic area. Complete monthly checks and chase any outstanding achievement.


17. To issue certificates following recording of achievement to either programme area or student as required.


18. To maintain a spreadsheet of all exam entries to enable the validity of invoices to be checked.  


19. To check and record all invoices received to enable the projection of outstanding invoices and keep a record of received invoices.


20. To keep all filing up to date.


21. To undertake any other duties as appropriate from time to time as assigned by the Examinations & Achievements Team Leader (or other staff as delegated by the Information Services Manager or CIS Director).
H:Staff.Exams Assistant – 6th Form and Enterprise.SR.03.07.08

