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Description automatically generated]We are recruiting for an Assistant Examinations Officer
Required for September 2022
Salary Range: Emmaus Grade 3: SP 3 - 4
Hours: Fulltime/Permanent 	Gross Salary: £18,562 to £18,993
35 hours per week term time only + 1 week (40 weeks total) 

We are seeking a highly organised, thorough, and talented administrator to join our Examination Office. 
The successful candidate will be committed to the highest standards of professional integrity and diligence, will report to the Examinations Officer and assist in all aspects of the organisation of examinations at Hagley Catholic High School.
You will play a key role in upholding the integrity of the examination/assessment process and be readily available to support the school during the main exam periods and results days.
This is a fabulous opportunity to take on a key support role, in a very good school, in a very strong team. 

In addition, some of the key responsibilities will include:
· To be familiar with, and conduct examinations in accordance with, the Joint Council for Qualifications (JCQ) Instructions for Conducting Examinations, Access Arrangements and Reasonable Adjustments, Special Consideration Process and the awarding body instructions.
· To maintain records relating to examinations in accordance with the policies of the school and individual examination boards.
· To maintain appropriate and effective security of examination materials.
· Deputise for the Examinations Officer as, and when, required.
· To maintain accurate records of Student Access Arrangements and liaise with the Special Educational Needs Coordinator to establish needs of students.

The successful candidate will be passionate about ensuring the very best of service and provision in a school environment.  They will have a positive mindset and revel in bringing out the very best in students while contributing to the overall ethos of Emmaus MAC.
We welcome applications from both Catholics and non- Catholics but expect all employee to support the Catholic ethos and values of the school. If you meet the requirements of the job description and person specification and feel that you make a positive difference to our school, then we can’t wait to receive your application.


Contact Us
A full application pack is available from Hagley Catholic High School, by contacting the Principal’s PA or downloading the pack from the Emmaus website: 
Email -  principalpa.hchs@hagleyrc.worcs.sch.uk
Phone - 01562 883193
Online -  www.hagleyrc.worcs.sch.uk	

We warmly welcome visits to the school.  For specific questions about the role and/or to request a visit, please contact Mrs P Sherwood.
Closing Date: 8th August 2022

Interviews: 16th August 2022
Emmaus Catholic MAC is committed to safeguarding and promoting the welfare of   children and young people. This position is subject to an Enhanced Disclosure check under the Rehabilitation of Offenders Act 1974. 
All applicants must be able to provide documentation to prove their right to work in the UK. 
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