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	Job Title: Learning Support Assessment Administrator 
Report to: Assessment Specialist Manager 
Base: Roundhouse 


	Hours: 14.8 hours per week, 52 weeks per year
Contract Type: Support
Holidays: 20 Days subject to service increases plus 8 bank holidays and 6 College closure days where applicable pro rata 
Salary: £24,989 per annum pro rata


	Job Purpose – Key roles

To coordinate, administer, and maintain all processes relating to Examination Access Arrangements (EAA) and JCQ regulatory compliance, ensuring accurate student records, timely documentation, and effective communication with internal and external stakeholders. To provide administrative support to the Learning Support and Examinations teams in delivering compliant access arrangements and general support for students.


	Key Responsibilities

Administration Coordination
· Coordinate and administer processes relating to Examination Access Arrangements (EAA) in accordance with JCQ regulations and awarding body requirements. 
· Maintain accurate and up-to-date student records relating to access arrangements, learning support needs, and examination requirements. 
· Track deadlines and ensure all documentation for access arrangements is completed, reviewed, and stored in line with regulatory requirements. 
· Support the organisation and scheduling of assessments, reviews, and meetings relating to examination access arrangements. 
· Liaise with Learning Support staff, Exams teams, assessors, tutors, and external professionals to gather and manage required evidence for EAA applications. 
· Prepare, organise, and distribute documentation relating to access arrangements within required timescales. 
· Monitor and track approved access arrangements to ensure students receive appropriate support in assessments and examinations. 
· Support data analysis and reporting relating to EAA compliance, JCQ inspections, and student support outcomes. 
· Ensure accurate management of student information systems (MIS) and records to support audit, compliance, and operational requirements. 
· Take minutes for meetings relating to learning support, examinations, compliance reviews, and access arrangements, and distribute records to relevant stakeholders. 

Administrative Support
· Administer data collection, monitoring, and reporting relating to examination access arrangements, learning support provision, and compliance activity. 
· Track and monitor students requiring access arrangements across study programmes, adult learning, apprenticeships, and other provision types. 
· Provide administrative and logistical support for activities relating to Learning Support and Examinations, including meetings, training sessions, open events, and outreach activities. 
· Act as a key liaison point for internal departments, external agencies, awarding organisations, and regulatory contacts regarding EAA and JCQ-related matters. 
· Organise, support, attend, and minute meetings relating to examinations, learning support, and compliance activities. 
· Provide administrative support for related processes including mitigating circumstances, exam adjustments, exceptional arrangements, and interruptions to study or assessment. 
· Support audit readiness by maintaining accurate records, evidence files, and documentation required for JCQ inspections and regulatory reviews. 
· Liaise with relevant stakeholders to ensure compliance with examination regulations, learner support requirements, and institutional procedures.


	Person Specification

	Competencies

Essential
· Outstanding interpersonal and communication skills
· Ability to effectively engage with students at varying ages
· Be committed to raising the quality of the student experience
· Possess strong analytical written, oral and communication skills
· Have a track record for raising standards
· The ability to analyse data and use to generate quality improvement
· Creativity and eye for detail
· Be resilient and able to operate successfully under pressure
· Be approachable and able to work effectively with a broad range of staff and stakeholders.
· Compliance with internal and external audits
· IT Skills


	Knowledge and Experience
Essential
· Knowledge and understanding of effective learner support and inclusive practice within an educational environment. 
· Working knowledge of internal and external support services, referral pathways, and multi-agency working. 
· Knowledge and understanding of JCQ regulations, examination access arrangements, and awarding body requirements. 
· Awareness of Ofsted expectations, education quality standards, and regulatory compliance frameworks. 
· Experience of managing, maintaining, and analysing data to produce accurate reports, monitor compliance, and support decision-making. 
· Experience of handling confidential information and maintaining accurate records in line with data protection and organisational procedures. 
Desirable
· Experience of supporting Examination Access Arrangements (EAA) processes and administrative procedures. 
· Experience of working with regulatory, compliance, or formal documentation within an education or examinations setting. 
· Knowledge of student support processes, learning support provision, or additional needs administration. 
· Experience of working with management information systems (MIS) and student data management systems.


	Qualifications
Essential
· Educated to Level 3 qualification or above. 
· Business Administration Level 3 qualification (or equivalent relevant administrative qualification/experience). 

Desirable
· First Aid at Work qualification or willingness to work towards. 
· Experience of working within an education, examinations, or learner support environment. 
· Knowledge or experience of Examination Access Arrangements (EAA), JCQ regulations, or examinations administration. 
· Experience of working within a further education, school, or training provider setting.
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