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AES Job Description – Professional Support Staff

	Name:  



	Team: 

Examinations


	Post: 



Assistant Examinations 



Manager
	Scale:


5
Point:


9-12


	Date appointed to post: 
	Date appointed to 
school: 


	Senior Line Manager: 
Business Manager

	Immigration Status: if relevant

	Line Management 
Responsibilities:  


n/a
	Hours:  

30 Hours p/w 




Term Time




And 1 week during 



school closure 




and 3 Training Days


	Line Manager:
	Examinations Officer


	Job purpose:  
To support the work of Examinations Officer



	General duties:

· To deal with the daily post.

· Produce candidate cards.

· To sort and distribute entry confirmation and candidate notices.

· Assist in the entry of examination data and any subsequent checking.

· Assist in the delivery of examination materials to exam venue.

· Assist in checking and posting of completed exam scripts.

· Prepare exam venue for each exam.

· Check in exam materials (papers etc) as they arrive.

· Assist with processing and distribution of results.

· Ensure data complies with the Data Protection Act.

· Assist in the administration and organisation of International Baccalaureate.

· Administration of access arrangements and special consideration arrangements.

· Assist in all areas of the internal examination administration

· To liaise with subject leaders to produce PPE timetables

· Any other reasonable duties as directed by the Examinations Officer or Leadership Team





	International ethos:
· To support and promote the school’s distinctive ethos and curriculum
· To support the school visits programme as appropriate e.g Taking part in the visits, supporting Anglo Fringe week etc.
· Be familiar with the varying needs and characteristics of different faiths and cultures



	Administrative / CPD:

· To ensure administration is carried out in accordance with the current and related legislation.
· Undertake any training commensurate with the post.
· Any other reasonable duties as directed by the Leadership Team.


AES PERSON SPECIFICATION

Assistant Examinations Manager
	Experience


	· Successful recent experience working in a school

· Working effectively as part of a team



	Qualifications


	Essential

· Experience in general administration 

· Educated to NVQ Level 2 or equivalent in English and Mathematics

· Competence with IT programs such as Word, Excel and Powerpoint


	Desirable:

· Previous experience supporting examination administration

	Knowledge, Skills & Aptitudes


	· Ability to exchange verbal information clearly and sensitively

· Ability to negotiate effectively to achieve best outcomes

· The skills needed to work successfully in a team and to contribute to group thinking and planning

· A positive approach to work, based on finding solutions to any given problem.

· An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to use own initiative and work independently

· An ability to communicate effectively with adults and children, verbally and in writing

· An ability to motivate, inspire and have high expectations of pupils

· An ability to work calmly under pressure, showing patience, enthusiasm, resilience, initiative and kindness in adversity

· A strong “can do” attitude

· Understand and comply with procedures and legislation relating to confidentiality

· Demonstrate a clear commitment to develop and learn in the role

· Ability to effectively evaluate own performance

· Understand and comply procedures and legislation relating to confidentiality



	
	Personal Development & Welfare: 

· An understanding of Child Protection and Safeguarding policies and procedures

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· A commitment to safeguarding and promoting the welfare of children and young people 

· An awareness of, and commitment to equalities of opportunity and inclusion in education



	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective time management and the ability to maintain a proper work-life balance

· Effective use of standard IT programs such as Word, Excel and PowerPoint 

· An awareness of, and commitment to equalities of opportunity and inclusion in education



Assistant Examinations Manager JD  30 Hours - JAN 2026

