WATERLOO

Job Description

Job Title: Examinations Specialist
Department: Centre for Extended Learning
Reports To: Senior Manager, Student Services
Jobs Reporting: None

Salary Grade: UsG7

Effective Date: August 2021

Primary Purpose

The Examinations Specialist is responsible for the effective administration and operation of all exams for
online courses administered by the Centre for Extended Learning (CEL), both in-person and online. The
Specialist assists University of Waterloo faculty and staff with the coordination of exams, maintains the
integrity and efficiency of final examination processes and ensures exams are administered in a manner
consistent with Waterloo academic policies and best practices, including ensuring an environment that
enables students to perform at their best.

Key Accountabilities

e Coordinates all aspects of examination operations for online courses supported by CEL. This
includes ensuring Waterloo policies and procedures are adhered to, adequate human and physical
resources are available, proper systems and processes are in place, schedules are appropriate,
and required information is communicated to students, faculty, proctors and staff, taking into
consideration the special circumstances of remote students, as well as the needs of the traditional
on-campus students taking courses online.

e Ensures the completeness and consistency of final examinations that are printed for online
courses, approximately 20,000 each year, and oversees the distribution and return of these
exams.

e Ensures that all students writing examinations are scheduled either on-campus, at external
examination centres, online, or individually with a proctor, and arranges relief or missed
examinations when approved by instructors.

¢ Plans and coordinates a high volume of examination activities with tight deadlines. Integrates and
prioritizes the competing demands that are received from a variety of stakeholders using strong
interpersonal skills and flexibility.

e Liaises with faculty, students, and academic administrators regarding regular, missed and
rescheduled examinations, using good judgement, thorough knowledge of academic policies and
regulations, and clearly presents background information and appropriate options to all parties.

e Uses increasingly sophisticated technology to coordinate and administer exams.

Examinations
¢ In collaboration with the Registrar’s Office, CEL staff, instructors and faculty administration the
incumbent reviews and enforces university policies and procedures related to examinations.
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o ldentifies issues, particularly those that cross faculties, that require escalation to an
Associate Dean and documents cases as required

Liaises with the AccessAbility Office to schedule examinations for students with special needs, and
ensure appropriate accommodations are provided to students, on-campus, online and at remote
locations.

Continuously reviews CEL exams processes to ensure the changing needs of our internal and
external customers are met, and makes recommendations for change when needed.

Participates in the development and updating of business processes to improve coordination of
examinations administered by CEL. Ensures systems, technology and processes are appropriate
and efficient; identifies areas for improvement. Maintains up-to-date procedure documentation.

Organizes work of casual/contract staff according to priority, plans work schedules, ensures
adeqguate resources are available to meet deadlines and make efficient use of staff resources.

Acts as Presiding Officer, or ensures a Presiding Officer is present, during each exam session
assigned to online course exams.

Ensures timely and correct submission of exam masters from course instructors for printing and
distribution via the exams management system. Reconciles printing costs and ensures mistakes are
reported/corrected.

Ensures the secure handling of final examination materials, including collection, storage, duplication,
accurate assembly, distribution, tracking, transport, and disposal. Investigates any anomalies
including missing exams.

Responsible for safety and security of the examination preparation area.

Participates in the needs analysis, testing, evaluation and implementation of exams related software
and development.

Proctors and Exam Centres

Recruits, schedules, trains, and oversees temporary proctors employed during CEL exam sessions;
including approving hours and expenses. Ensures staffing levels and procedures at exam sessions
meet University regulations.

Responsible for securing sites and proctors for external examination centres, including signing
contracts for such arrangements/facilities, submitting approved invoices and their efficient, cost-
effective, secure, and dependable operations.

Leads the examination team’s activities with online proctoring systems, coordinating with instructors,
systems, administration and vendors as necessary.

Customer Service

The exams team is the primary contact for all exam related inquiries. The incumbent provides
direction to the team for troubleshooting, and solving problems, and handles issues that need
escalation. The incumbent must be capable of dealing with a high volume of
requests/correspondence in a timely manner during peak periods.
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o Keeps abreast of technological changes as they relate to online examinations, testing and
proctoring.

¢ Oversees the sorting and preparation of exam material for pickup or delivery by instructors after the
examination sessions.

o Participates in ongoing training/professional development to ensure an in-depth knowledge base.

e Maintains a thorough knowledge of Student Information and related university systems and the
ability to put their tools to the best use to maximize efficiency and accuracy.

*All employees of the University are expected to follow University and departmental health and safety policy,
procedures and work practices at all times. Employees are also responsible for the completion of all health and
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.

Required Qualifications

Education

e College diploma or University degree preferred. Equivalent experience in a test centre environment
may be considered, preferably post secondary.

Experience
e 3-5years in a post-secondary educational institution, preferably with experience in exams
management, coordinating large volumes of tests and exams.

e Experience with exams management software applications

¢ Warehouse experience sorting, shipping and receiving large volumes of documents, locally and
internationally.

e Project management experience would be considered an asset.

Knowledge/Skills/Abilities
e Excellent written and oral communication skills, and proven negotiation and conflict resolution skills,
confidence dealing with all levels of an organization

e Strong computer skills, including MS Office, particularly excel, word and Outlook. Ability and
willingness to learn new applications/systems. Has a strong technical aptitude.

¢ Demonstrated ability to manage a high volume of work with conflicting priorities and deadlines,
strong organization skills and attention to detail in a time and security-conscious setting.

e Demonstrated ability to exercise judgment and discretion when handling confidential information and
situations. Strong decision making skills, tact and discretion in the face of potentially adverse
situations, multiple urgent priorities, and competing interests.

e Fluency in multiple languages would be considered an asset.

e Familiarity with Infosilem, PeopleSoft, online proctoring systems and Exam management systems
would be an asset

¢ Understanding of privacy and accessibility legislation.
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Demonstrated ability to manage and implement change with a strategic approach

Ability to understand customer needs and expectations and provide excellent customer service
directly and indirectly to satisfy expectations

Professional manner, tact, diplomacy, and discretion in dealing with associates and colleagues
including senior management

Nature and Scope

Contacts: Works with internal CEL systems and course development teams on a regular basis.
Ongoing interactions with students, instructors and faculty program coordinators. Regular contact with
exams and scheduling staff in the Registrars Office, Accessibility office, IST and Plant Operations.
Occasional interactions with Associate Deans, The Centre and Student advisors. External exam centre
personnel and temporary proctors. Software vendors and or customer service reps.

Level of Responsibility: Responsible for coordination of exams for CEL supported course.
Responsible for providing expert analysis and advice with regard to exams held on-campus, remotely
and online. Responsible for the secure and confidential management of more than 20,000 printed
exams each year.

Decision-Making Authority: Makes decisions within pre-approved guidelines for the coordination of
exams for online courses using their knowledge of university policies, faculty/departmental
requirements, instructor constraints, student locations, room needs/preferences etc. Defers to
instructors/associate deans for final decisions on escalated incidents.

Physical and Sensory Demands: Requires ability to lift boxes of paper, approximately 50 Ibs.
Requires moving and standing for prolonged periods in a warehouse setting. Visual/mental
concentration required in a shared office setting. Pressure involved in meeting deadlines and dealing
with agitated faculty, students and staff.

Working Environment: Open concept office and warehouse environments, dependent on specific
task. Can involve exposure to emotionally disturbing interactions with people who are upset, angry,
aggressive, or unpredictable. Some weekend and after hours work is required during the peak
examination periods each term. There are vacation blackout periods each term.



