
Job description: Examinations Officer 

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 

Summary of the role: 

Manage and oversee all external and internal examinations and access arrangements in accordance with Awarding Bodies’ regulations 
and guidance;  

Provide supervision in the School Library and assist the Head Librarian with administration duties 

Contract/Hours of Work: 
Part-time (15 hours per week for two terms, 30 hours per week for one term) term time only, plus 2 weeks during GCSE and A Level 
results in August. Hours of work will be 9.00am - 4.00pm with an hour for lunch. Additional hours may be required during the peak 
exam season (May and June) and on results days in August, for which extra hours will be paid 

Pay Grade: Actual Salary - £13,057 with effect from September 2019 

Line Managers Deputy Head (Upper) and Head Librarian 

Line management responsibility for Examination Invigilators 

  

Main duties and responsibilities as 
Examinations Officer: 

Co-ordinate the preparation and submission of all examination entries to relevant examining bodies. 

Ensure all examination papers and stationery are delivered safely to the school, being responsible for their strict security and ensuring 
completed papers are dispatched promptly and appropriately.   

 Be responsible for arrangements for the conduct of existing and new examinations including the provision of 
accommodation.   

 Ensure that pupils are given all the necessary relevant information about examination entries, the dates and times of the 
examinations, conduct during examinations and the collection of results and certificates and that this information is given in 
good time.   

 Ensure that all necessary stationery and materials and other requirements are provided for examinations.   

 Initiate and respond to correspondence with examination boards as necessary. 

 Deal with issues relating to appeals, remarking and other administrative issues such as pupils who miss examinations through 
illness or who require special consideration. 

 Organise appropriate arrangements for the support of candidates with special examination requirements (e.g. dyslexia, 
disabled) in conjunction with the Director of SEND 

 Receive examination results and certificates and make arrangements for and attend results days.   



 Keep up to date with the necessary policies, procedures, rules and regulations laid down by the different examination bodies.   

 Review and update the School’s Exams Office procedures and documentation and all documentation disseminated to 
parents, staff and students. 

 On results days or otherwise, provide such information to the SMT as required so that effective analysis can take place. 

 Deal with enquiries from parents and students, including former students and staff as required. 

 Attend such courses as are necessary with the agreement of your Line Manager. 

 Undertake any other reasonable related duties and responsibilities of an equivalent nature, as may be determined by the 
Head from time to time.   

 Liaise with the Finance Manager over collection and payment of examination entrance fees and all post results services, 
ensuring money collected is charged /credited to the relevant accounts. 

 Liaise with and advise the Deputy Head (Upper) with respect to organisation of internal mock examinations. 
 

Line management duties and 
responsibilities 

 

 

 In conjunction with the Deputy Head (Upper), recruit invigilation staff as required, ensuring that necessary pre-employment 
checks have been carried out for all invigilators. 

 Provide suitable training for invigilation staff 

 Co-ordination of invigilators, including management and deployment of invigilation staff and provision of suitable training. 

 Making appropriate timetabling and room arrangements for invigilators to ensuring proper examination invigilation of all 
public examinations.   

 Ensure that all examinations start and finish appropriately in line with examination board regulations including the conduct of 
any on-line and word processed examinations.   

 In liaison with Deputy Head (Upper) arrange for payment of invigilators as appropriate. 

Main duties and responsibilities as 
Library Supervisor 

 Work as part of a team in providing supervision in Sixth Form Library to maintain a silent workspace. 

 Assist the Head Librarian in administration duties and promotion of e-books as and when required. 

 Provide cover in the Jenyns Library for the Head Librarian as and when required. 

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this 
commitment 

 

You may also be required to undertake such other comparable duties as the Head requires from time to time.  



Person Specification 

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 

 Essential Desirable Method of assessment 

 
These are qualities without which the Applicant 
could not be appointed 

These are extra qualities which can be used to choose 
between applicants who meet all of the essential criteria 

 

Qualifications 

The professional, technical or academic 
qualifications that the Applicant must have 
to undertake the role or the training that 
they must have received 

 

 Good general level of education (A-
Levels, or equivalent), including 
Maths and English at Grade C or 
above 

 

 

The professional, technical or academic qualifications 
that the Applicant would ideally have to undertake 
the role or the training that they should ideally have 
received 

 

 

 

 

Production of the Applicant’s certificates 

 

Discussion at interview 

 

Independent verification of qualifications 

Experience 

The categories of work or organisations, 
types of achievements and activities that 
would be likely to predict success in the role 

 

 Management of staff 

 Familiarity with school MIS (or 
similar), and Microsoft Office 
software 

 Competency with ICT systems 

 

The categories of work or organisations, types of 
achievements and activities that would be likely to 
contribute to success in the role 

 

 Work as an Examinations Officer 

 Work with young people 

 Work in a school or college 

 

 

Contents of the application form 
 
Interview 
 
Professional references 



Skills 

The skills required by the Applicant to 
perform effectively in the role 

 Excellent organisational skills and 
attention to detail 

 Excellent interpersonal and 
communication skills (written and 
oral) 

 Basic financial knowledge 

 Methodical in approach to work 

 Analytical/problem-solving 
aptitude 

 IT literate, especially databases, 
data analysis and charting skills 

 Ability to be proactive and show 
initiative 

 Good people management skills 

 

The skills that would enable the Applicant to perform 
effectively in the role 

 

 

 

 

Contents of the application form 
 
Interview 
 
Professional references 

Knowledge 

The knowledge required by the Applicant to 
perform effectively in the role 

 

 Excellent understanding of UK 
examinations systems 

The knowledge that would enable the Applicant to 
perform effectively in the role 

Contents of the application form 
 
Interview 
 
Professional references 



Personal 
competencies 
and qualities 

The personal qualities that the Applicant 
requires to perform effectively in the role 
and to ensure that the Applicant safeguards 
and promotes the welfare of children and 
young people 

 

 Motivation to work with children 
and young people 

 Ability to form and maintain 
appropriate relationships and 
personal boundaries with children 
and young people 

 Ability to solve problems 

 Ability to meet deadlines and work 
under pressure 

 Smart appearance 

 Approachable 

 Confident in dealing with difficult 
situations and in gaining respect 

 

The personal qualities that would assist the Applicant 
to perform effectively in the role 

Contents of the application form 
 
Interview 
 
Professional references 

 


