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East Durham College
Job Description

Post Title:	Exams Access Arrangements Administrator			 

Location:	Willerby Grove/Houghall			

Responsible to: MIS Director			 

Attendance Requirements: 		37 hours per week

Salary: 	Scale 4						 

Main purpose: 

The Exams Administrator will assist the SENDCo with the administrative tasks associated with the organisation of access arrangements.

They will also support the Exams team with a wide range of examination related duties including:
· Exam registrations, entries and certification.
· Recording of student achievement data and related management information.

Main duties:

Access Arrangements
Support the SendCo with:
· Liaising with students, parents, external agencies, secondary school colleagues and college staff to identify students who may need assessing for access arrangements. This could entail examining previous assessment and feedback to ascertain a student’s needs. 
· Retrieving and collating evidence from secondary schools. This will involve building strong links with SENDCos from feeder Secondary Schools to maintain robust systems of communication.
· Providing resources and equipment to students where they have been approved for access arrangements. This will entail monitoring the supply of equipment and assisting the SENDCo to purchase resources when necessary.
· Compiling the evidence necessary to meet JCQ standards. The Exam Access Arrangement Administrator will constantly review JCQ regulations and ensure they are familiar with any updates.
· Keeping accurate records and prepare files ready for JCQ inspections. This will involve ensuring records and files are up to date, and meet JCQ requirements for a paper free recording and filing system.

General Exams
Support the Exams Team with:
· Prepare, collate and process examination entries in accordance with awarding organisation, college regulations and deadlines
· Take a pro-active approach in the recording, tracking and investigating of outstanding college achievement in order to meet ESFA ILR deadlines, to maximise college pass rates and achievement funding.
· Check student registration and entry data and follow-up/resolve any queries.
· Comply with awarding organisation and college requirements in the handling and secure storage of examination materials.
· Receive and distribute candidates’ results and certificates within appropriate timescales and resolve issues that may arise from results in accordance with the relevant awarding organisation procedures.
· Maintain appropriate records relating to the receipt of results, awards and associated data in line with awarding organisation regulations and college guidelines.
· Develop and maintain a working knowledge of the EFA/SFA audit requirements for student related data and data recording, especially in relation to examination data.
· Answer routine enquiries from staff, students and the general public regarding examination information.
· Maintain knowledge and understanding of the student records system (ProSolution), funding methodology, data processing and any other appropriate training as required.
· Attend and participate in internal and external exams meetings/events and assist with the implementation of any resulting procedures that affect the college’s Examinations service.
· Support the maintenance and update of college examinations documentation and appropriate guidance for staff and students.
· Ensuring the operational requirements of college policies / procedures are understood and implemented.
· Ensure that appropriate quality control systems and procedures are followed in order that an effective service is delivered across the college and that all processes and procedures are clearly documented.
· Follow agreed procedures for recording and storage of exams documentation.
· Maintain confidentiality with due regard to College policy and the requirements of the Data Protection regulations.
· Assist with enrolment and other administrative duties during peak periods.
· Work at any of the College sites on a temporary or indefinite basis.
· Any other duties commensurate with the grading of the post.


Other Duties relevant to all EDC employees

· Participate in the College Performance Appraisal Development Programme, agree an action plan and undertake the required training in order to update skills and meet the requirements of the College and Departmental Strategic Plan and Service Standards.
· Undertake any other duties, appropriate to the grade of the post, as required from time to time.
· Comply with College Policies and Procedures and the Staff Code of Conduct.
· To take appropriate responsibility for PREVENT and safeguarding and promotion of the welfare of children and/or vulnerable adults.
· To uphold British Values, the college values and responsibilities regarding equality and diversity. 
· To understand and adhere to college Health and Safety polices and guidelines ensuring compliance with statutory legislation and taking a responsibility for your own and other’s health and safety.



	Person Specification 

	
	Essential
	Desirable
	Method of assessment

	1) Qualifications/ Training
	

	1.1
	Level 2 Business Administration related qualification and related experience.



	
	
	Application form

	1.2

	GCSE Maths and English Grade A*-C/9-4 or equivalent.

	

	
	
Application form

	1.3
	
Excellent IT skills



	

	
	Application Form/Interview

	2) Experience
	

	2.1
	Previous experience in similar roles.

	


	
	
Application Form

	2.2
	Data entry experience.

	


	
	
Application Form/Interview

	2.3
	Experience of implementing external procedures and regulations.

	

	
	
Application Form/Interview

	2.4
	Experience of organising access arrangements in line with JCQ requirements. 
	

	
	
Application Form/Interview

	2.5
	Experience of identifying SEND.

	

	
	
Application Form/Interview

	2.6


	Experience of using the full range of Microsoft Office software.

	

	
	
Application Form/Interview

	2.7

	Experience of working to and meeting deadlines.

	

	
	Application Form/Interview

	2.8
	Experience of dealing with examination entries.
	
	
	Application Form/Interview

	2.9
	Experience and understanding of the Further Education sector.

	
	
	Application Form/Interview

	3) Skills and Knowledge:

	3.1
	Knowledge of JCQ guidance and requirements. 
	

	
	Application Form/Interview

	3.2
	Knowledge of the range of SEND that can lead to access arrangements being granted.
	

	
	Application Form/Interview

	3.3
	Working knowledge of examination processes and awarding organisation regulations.

	
	
	Application Form/Interview

	3.4
	Knowledge of ProSolution.

	
	
	Application Form/Interview

	4) Attributes / Other Requirements:
	

	4.1
	Reliability / Trust / Professionalism - Ability to carry out the role with professional integrity in line with EDC values and behaviours

	
	
	Interview

	4.2
	Communication - Ability to communicate clearly and effectively to all levels, both verbally and in writing.

	
	
	Interview

	4.3
	Ability to manage and prioritise own workload to ensure deadlines are met and maintain professionalism with others. - Ability to work under pressure.

	
	
	Application Form / Interview

	4.5
	Driving - Full UK Driving License and / or access to a vehicle (if applicable).

	
	
	Application Form 
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