LIGHTHOUSE FUTURES TRUST
JOB DESCRIPTION: Administrative Assistant/Exams Officer
	
Job Purpose   

	The Administrative Assistant/Exams Officer is vital for the efficient functioning of the organisation and the integrity of examination procedures. This role provides essential administrative support and ensures the precise, timely, and compliant management of all examinations, upholding high standards of service and academic integrity.

	Principal Responsibilities

	Examinations – Planning & Organisation
· Understand the regulations and requirements of all examinations held by the college, both internal and external
· Comply with all JCQ and awarding body regulations and keep up to date with any changes to these
· Manage arrangements for the safe and secure receipt, checking and storing of examination papers and materials
· Contribute to development and review of examination-related college policies
· Work with the SENCO & Deputy Principal to ensure appropriate access arrangements and reasonable adjustments for appropriate students
· Manage registration of students for all examinations
· Work with the Business & Finance manager to ensure all examination fees are paid, as necessary


	Examinations – Exam Management
· Train invigilators as required
· Make sure appropriate conduct during examination sessions, in line with requirements and regulations from awarding bodies and the JCQ
· Manage the logistics for examination sessions, including timetable, room booking, resources and staffing
· Carry out necessary administrative tasks related to the organisation of examination sessions
· Support the SENCO to implement access arrangements and reasonable adjustments as required
· Manage arrangements for the safe and secure storage and dispatch of completed examination papers
· Support the Deputy principal to manage any unexpected issues or emergencies that arise during an examination session
· Collate and submit reports to SLT, Trustees and examining bodies, as required


	Examinations – Results & Data Management
· Make arrangements for sharing results with students (e.g. results day)
· Make sure results are received by the college in a secure and confidential way
· Be familiar with data analysis reports and tools, and be able to share results data with stakeholders as appropriate
· Arrange receipt and distribution of examination certificates to students
· Manage retention of results, including certificates, for the college’s records


	Finance
· Carry out the administration of Access to Work claims in line with the college’s procedures 
· Process and order supplies as required
· Work with the Business & Finance manager to carry out financial administration 


	General Administrative Duties
· Write and send email responses that are professional and uphold the college’s vision and values   
· Support Marketing and colleagues to update and distribute online and offline communications (e.g. letters, newsletters, social media posts, etc.) to parents, staff and other stakeholders  
· Assist with marketing and promoting the college on the website and social media
· Any other duties required as directed by the Line Manager.


	Reception Cover
· Act as the first point of contact for parents/carers and visitors arriving at the college 
· Deal with telephone and face-to-face enquiries efficiently and in a professional and supportive manner 
· Control access to the college in line with safeguarding procedures, including signing in visitors, checking identification as necessary, issuing passes 
· Be alert to unknown individuals on the premises and report any concerns 
· Seek support from other colleagues where it is necessary to respond to complex enquiries 
· Respond to messages promptly and accurately, passing on information to relevant staff members as necessary 


	Other

	· 
Contribute towards building and developing a positive culture and ethos within the charity including positive team working and collaboration amongst all staff.
· Act with honesty and integrity and uphold the values of the charity.
· Maintain high standards in attendance and punctuality with good, personal time management.
· Ensure that all relevant policies and procedures are followed at all times including (but not exclusively) Health and Safety and Safeguarding.
· Takes opportunities to continuously learn and grow with a willingness to attend and participate in relevant meetings/professional development opportunities as appropriate.
· Be flexible and work according to needs, performing any reasonable duties as requested by SLT and your Line Manager which may involve assisting other areas which are commensurate with the grading of the post.
· To ensure all aspects of work are done to the highest standards.



 

Administrative Assistant/Exams Officer, PERSON SPECIFICATION

	

	Essential
	Desirable

	Qualifications
	· GCSE level or equivalent in Maths & English
· Fire Marshall (or willingness to complete it)

	

	Experience 
	· Carrying out administrative tasks 
· Dealing with face-to-face and telephone interactions 
· Experience in an education setting

	· Working with SEN and/or ASD students 

· Experience with examinations/awarding bodies

	Skills and Knowledge
	· Good oral and written communications skills
· Ability to plan, organise and prioritise in order to meet deadlines
· Excellent attention to detail 
· Comprehensive IT knowledge including word processing, excel spreadsheets 
· Ability to use relevant office equipment effectively 
· Ability to build effective working relationships with colleagues 
· Understanding of data protection and confidentiality 
· Understanding of safeguarding
                                                                      
	

	Attitude 
	· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the college
· Ability to work under pressure and prioritise effectively
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding and equality
· High levels of resilience and ability to remain calm under pressure  


	 
                                             



