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‘ . Administrative work in the oréanisation and conduct of
examinations. =

Distinguishing Features of Woerk

An employes .in this class ias reaponsible for, or md&ista in,
as reguired, organisingsco-ordinating and supervieing the elfiedsnt
conduct of exsminations for the Public Service, or for ong or moere
arcas of examinationa in the Teaching Service, respectivaly., Work
involves supervising end participeting in the detailed preparations
for the comduct of examinations, compiling resulte, preparing
reports on same and maintaining related records and files. Supervision
is exercimed over a small group of subordinate clerlcal staff.

General assignments arws received from an -administrative superior
and work is performed within clearly defined procedures and practices.
Mork im reviewed through observatisns and an analyeis of reports,

Examples of Work

#akes such arrangemsnts for sxaminations as preparing or
supervising tho preparation and issue of press releases, time tables
and ¢ircular Jetters to intereasted parties, checking of entry forms
to ensure thst all reguirements ars satisfied, securing suitable
examination centres and accommodation, and making suitabla ssgurity
arrangementa for the prop.r conduct of exasminations.

Nominates sulitable persons for sppointment as Examinera,
Bupervisors and Invigiletors and notifics them on eppointment,

Ensures that there iag an adequste supply cof stationpypwy, and
other exsmination materisl.. at all examination centres.

. Assigps candidates to convenlout examination centres,
distributes question papere to and receives ascripta from supervisors;
checka acripts for irregularities and reports on these, and forwards
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‘of hanks to Bxaginerp. Supervisors and Trvigilators,

Isauex certified statements of exemination attminments as
regquired.

Prepares statistical and cother reporta on examinations
held and keepe eppropriate rscords and filea.

Parforms related work as may be required.

Begquirod Knowledmgea, Bkills and Abilitlos

Gonsiderable knowledge of the regulations and/or the
methods and procedures involved in the copduct of various exaninatioys,

Knowledge and appreciaticn of the Education system as

obtains in Trinidad and Tobago apd of the problemsiavdlvel m.oita
operatiecn, &N

Some knowledge and approciation of Statistics.
Abllity to orgamise tite conduct of examinations.

Ability to eatablish and maintaln effectiva working rt-
lationehips with asssoistes, government officials and the public.
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Ability to expreees ideas, both orally &nd in -writirg in a
clear and concise manner.

APIlity to maintain effective working relationshipe.

Binimum Experience and Training

Extensiveg exparience in aaking arrangements for examinations
ard training as evidenced by the Sohool Cerdificats or Zquivaleat,

Additionol Desirable Qualifications

4 degres or diploma from a ﬁecogpissd Univeraity or svidencs
of hadng passsd an approved examinstion for sntry into the
Adainistrative Class, .



