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Building Brighter Futures

RECRUITMENT PACK


Job Role: Exams and Assessment Officer

Website: www.inclusion.sheffield.sch.uk





Introduction to SIC
Welcome to the Sheffield Inclusion Centre and thank you for your interest in the vital and valued position of Exams and Assessment Officer.  We have recently received a ‘Good rating from Ofsted (https://files.ofsted.gov.uk/v1/file/502388780), which is the result of a lot of hard work by staff and by pupils. Our children, despite being permanently excluded, are our strength. It is a pleasure to work with them and their families to support learning and build brighter futures. Please come and visit us to see for yourself our amazing children and staff.
We feel we are the most important school in Sheffield; with some of the most vulnerable and at the same time, the most vibrant children in the city. Many of our children have not had a good start to their education and when they come to us it is our responsibility to repair and build confidence. Therefore, it is important to role model behaviour and always show children unconditional positive regard.
Everything we do is based on relationships. Building trust, having integrity, empathy and a great sense of humour are all key to the success in this role. 
We achieve our success with children using a range of personalised learning pathways, and by surrounding the child with a team who care and believe in them. The team is made up of teachers, mentors, teaching assistants, youth workers, dedicated SEND and safeguarding staff and many more. We are fortunate enough to be supported by a range of external agencies from the local authority (LA), the NHS and social care.
All our children have been permanently excluded from mainstream school. Children come to us with unmet Special Educational Needs and in some cases a full assessment of need is carried out resulting in an Education, Health and Care Plan (EHCP). 
We know when our children start with us, they will have many gaps in their learning. This will be for several reasons. As educators our job is to quickly work out where the gaps exist and plug them, all the time building confidence and a sense of success they may not have experienced before. 
It is vital that we have high expectations for our children, so we give them the best start in life, tooled up with skills and knowledge ready for their next phase of post 16 learning. Every minute at school should be seen as an opportunity to help the child to make progress whether it be academically or socially and emotionally. The curriculum offered at the centre is personalised to meet the individual needs of each child. 
We look forward to receiving your application and please do not hesitate to request a visit or more information.






About the Role
Job Title: 	Exams and Assessment Officer
Contract: 	Permanent
Salary: 	Grade 6 - Pay scale starting from £33,143 full time equivalent
37 hours per week, 41 weeks per year (you will be expected to work results week during the summer holidays)
Actual pro rated salary £29,969
Start Date: 	ASAP
Closing date:	Until position filled
Due to the increasing number of children permanently excluded from mainstream schools, the Sheffield Inclusion Centre is expanding. At present we have a large site at Spring Lane as well as 8 smaller sites/bases across the city to meet local need – we intend to expand extensively the number of bases into areas we do not serve at the moment. These sites are smaller with approximately 15 children, many of whom have experienced trauma or/and have had unmet SEND needs. 

The new bases will be very different in nature and specialisms include - 
· SEND (20% of our school have EHCPs)
· ESOL (working mainly with our Roma/Slovakian children)
· general wraparound bases working with children who need support from a variety of agencies
· reintegration – enabling more of our pupils to return to a mainstream school

At the Sheffield Inclusion, we support and develop the careers of the right people who bring consistency and care to our children. 

We are looking to appoint an Exams and Assessment Officer, and we would welcome applicants from all industry sectors. Experience of working in a school would be an advantage but is not essential as full training will be given

You will be confident, energetic and a team player with a good sense of humour. If you feel that you have the dedication, resilience and understanding of the needs of our children we would welcome your application.

We are looking for an Exams and Assessment Officer who is:

· Positive and has a “can do” attitude
· Confident using IT with excellent skills in word, excel, office, SIMS and examination body systems amongst others
· Competent in all aspect of exams and assessment administration
· A great communicator both written and verbally
· Able to build a great rapport with our pupils and staff 
· Flexible – no two days are the same so an ability to adapt quickly is essential
· Organised and methodical
· Accurate and diligent
· Able to work under pressure and time constraints working to strict deadlines
· Ability to work at all levels and lead training across the school in exams and assessments
· Ensure data accuracy 
· A team player but able to work on their own initiative


Our salaries are some of the best in the city and come with an excellent holiday entitlement.

What’s not to love – great salary, great holidays and great children! Come and join us.

Applications packs are available from www.inclusion.sheffield.sch.uk or the Vacancies page or www.sheffield.gov.uk - Jobs

Please return your completed application form to Sheffield Inclusion Centre by email to enquiries@inclusion.sheffield.sch.uk

We are committed to safeguarding and promoting the welfare and safety of children and vulnerable adults and expect all staff to share this commitment.  All successful candidates will be required to complete an Enhanced Disclosure and Barring Service Check.

We value our diverse workforce and aim to work together to make the most of our differences. We welcome applications from everyone.  Under the Disability Confident Scheme, disabled applicants, who meet the essential criteria of this job, are guaranteed an interview.
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JOB DESCRIPTION

	CHILDREN YOUNG PEOPLE AND FAMILIES PORTFOLIO
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	SHEFFIELD INCLUSION CENTRE

	POST TITLE
	EXAMINATIONS AND ASSESSMENT OFFICER

	ROLE PROFILE
	BS3.5

	TOOLKIT JOB REF NUMBER
	ToolkitJD-4e

	GRADE
	6 (inclusive of JWCs)

	RESPONSIBLE TO
	Line Manager as defined in staffing structure

	RESPONSIBLE FOR
	As defined in staffing structure

	HOLIDAY AND SICKNESS COVER
	

	PURPOSE OF JOB
	

TO BE RESPONSIBLE FOR THE ADMINISTRATIVE ORGANISATION OF ALL SCHOOL EXAMINATIONS AND THE PROVISION OF SCHOOL ASSESSMENT INFORMATION.


	RELEVANT QUALIFICATIONS AND EXPERIENCE
	






	JOB DESCRIPTION FOR POST OF:-  EXAMINATION AND ASSESSMENT OFFICER  

	

	SPECIFIC DUTIES AND RESPONSIBILITIES



The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

Main duties and Responsibilities

1. The management of the administrative organisation of the schools internal and external examinations.

2. All related processes, procedures and systems for the student examinations including: 

· Liaison with the relevant Examination Boards
· Receiving and processing examination entries.
· Submission of entries to the Examination Boards in accordance with the relevant Boards regulation
· Receiving, packaging and safe keeping of examination papers.
· Assisting the Assistant Head in the preparation of examination timetables.
· Re-organising any student timetable clashes.
· Ensuring the provision of any required additional support to students where necessary.
· In liaison with the Admin. Manager, ensuring the appointment and deployment of exam invigilators. 
· Organising the booking, layout and organisation of the examination rooms in line with the Exam Boards regulations.
· Arranging the despatch of worked scripts.
· Receiving, processing and distributing examination results.

3. In liaison with the Assistant Head with responsibility for assessment, identify the pupil assessment data needs of the school and develop systems for the most effective and efficient way of meeting these requirements, in line with the school calendar, assessment, recording and reporting schedules.

4. Ensuring the accuracy of examination and assessment data held within the ICT system.

5. Manage all support calls to the LEA in relation to the Examination and Assessment elements of the Schools’ Information Management Systems.

6. The collection, provision and recording of appropriate statistics as they relate to the schools’ examination and assessment.

7. The co-ordination, supervision and management of the workload and working environment of the examination and assessment team.

8. Contributing to the review, development and improvement of administrative systems and working practices in order to maintain, efficient and effective examination and assessment service.

9. Liaise with the Network and Administration Managers in the development of IT systems necessary to the efficient operation of examination and assessment procedures.

10. Providing support as and when required, as part of the overall School Administration team.

11. In liaison with the Administration Manager, the identification of and assistance with training and development for the examination and assessment team.

12. Undertaking all appropriate training and staff development activity in accordance with a planned programme of development for the post.

13. Ensuring that the requirements of the Data Protection Act are fully complied with at all times.

14. Ensuring a healthy and safe working environment for members of the examination and assessment team, including adherence to healthy and safe working practices and standards.

15. Undertaking any other duties which do not change the character and purpose of the post as may be determined after negotiation.

Any other duties and responsibilities appropriate to the grade and role

All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies (and/or Policies adopted by the School Governing Body), Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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Person Specification
	Experience and Knowledge
	Application/Interview

	Essential:
· Ability to plan, organise and manage a complex workload 
· Some supervisory experience 
· At least 2 years of working within a busy environment, preferably a school environment 
· Experience of the use of computer software, including word processing, database, spreadsheets 
· Experience in managing calendars, diaries and events 
· Experience in setting and working towards targets and deadlines

Desirable:
· Experience of exams and assessment systems 
· Knowledge of educational systems and services
	
A/I
A
A

A/I

A
A/I



A/I
A/I

	Technical Skills & Attributes
	

	Essential:
· Strong IT skills with the ability to learn new systems quickly 
· A good working knowledge of office management systems such as Microsoft and Excel 
· Strong organisational skills and prioritising 
· Strong ability to use initiative with a solution focused approach 
· Good communications manner 
· Ability to collate data and prepare reports

Desirable:
· Working knowledge of School systems 
· Working knowledge of examination boards and data submission  
	
A/I
A/I

A/I
A/I
I
A


A/I
A/I

	Personal Skills & Attributes
	

	Essential:
· Excellent communication skills, both verbal and written 
· Ability to work under pressure, remaining calm 
· Pupil orientated and able to relate well to all adults and children 
· Able to manage and organise work, delegating where necessary 
· Ability to deal sensitively and in confidence with a wide range of issues relating to exam and assessment practices 
· Flexibility and ability to work as part of and contribute to the whole school  
· Interpersonal skills – dealing with staff, colleagues and external agencies 
· Ability to communicate effectively at all levels both verbally and in writing and to produce high quality correspondence 
· Ability to work under pressure, to manage workload 
· Proactive and a ‘can do’ attitude to problem solving 
· Punctual, reliable and trustworthy 
· To demonstrate confidence, enthusiasm, flexibility and responsiveness to change, and a sense of humour 
· A desire to learn and develop
	
	
A/I
A
A/I
A/I
A/I

I

A/I


A/I

A/I
A/I
A/I
I
A/I
I


Thank you for your interest.
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