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Welcome Letter
Dear Applicant

Thank you for your interest in the position of Exam and Administrative Officer at Highfield School.

This is an opportunity to join us in making a significant difference to the students at Highfield School as Exam & Administrative Officer.  Students at Highfield School undertake functional skills and entry level certificates via NOCN, Pearson and WJEC exam boards.  The postholder duties include, but not limited to:
· General administrative duties
· Provide admin support to the Headteacher
· Maintain student information on Arbor (management information system)
· Register students for examinations
· Prepare exam paperwork

Ideally, you will have a good understanding of our pupils' special educational needs and/or prior experience of working in an educational setting.  Exam administration experience is not essential, as full training will be provided.

The successful candidates should be:
· Excellent communication skills
· Strong ICT skills
· Good time management
· Able to work on own initiative and part of a team
· Able to multitask and work to tight deadlines

You will join a team of hardworking, friendly and committed staff, governing body and engaged parents. We offer a well-resourced environment and good opportunities for professional development.  We can offer:
· A comprehensive induction process
· Automatic enrolment into the West Yorkshire Pension Scheme
· Automatic enrolment into our Employee Wellbeing Programme 
· Motivated and hard-working students
· A School which is ambitious and aspirational for all

I look forward to hearing from you and welcome you contacting me in advance of your application should you require any further information.

Yours faithfully,

Mrs Rebecca Thompson
Headteacher
The School

The Governors, Staff and Students at Highfield School share the vision to develop an outstanding school to cater for those vulnerable young people with special educational needs who require an environment which nurtures and develops their skills and talents, celebrates their individuality and supports them to become as independent as they can be and prepared for the next stage of their lives. 

Our school motto, Maximising Potential for Confident and Independent Futures, really reflects the aspirations of our young people and the staff work tirelessly to ensure that every student has as broad a range of opportunities as possible and is challenged to be the best they can be whilst they are here at Highfield.  We accept no barriers to learning, hold the highest aspirations and expectations for all our students and receive great support from our parents who are positive about the school and the progress their young people make over time over time.

Highfield is a school which caters for students with severe and complex learning difficulties and autistic spectrum conditions.  In KS3 and KS4 we currently have 158 students. In KS5 (Post16) we have 52 students.

Additionally, a significant number of our learners have associated complex needs relating to visual, hearing and speech impairment, social and emotional difficulties, communication difficulties, a range of chromosomal difficulties and in some cases, physical difficulties.  All our learners have an Education Health and Care Plan and are drawn from the whole of the Wakefield district and beyond.  The vast majority of the students are provided with transport to and from school.

The development of our fantastic green field site in the past 3 years has seen the inclusion of a purpose built Post 16 facility, a sensory room, a library, a fitness suite and the refurbishment of the main entrance, administration office spaces and our Emotional Health and Well- being area.  We also have a wide range of outdoor facilities including a wildlife area which supports our Forest School status, a poly tunnel for horticulture, Animal Unit and well maintained sports facilities that contribute to the positive learning experiences of our students. Visitors to our school comment very positively on the warm welcome they receive and the quality of the provision, as well as the outstanding attitudes and behaviour of our fantastic students, of whom we are very proud.

We have a large, well-qualified and committed staff group who work very effectively in teams.  All staff members are well supported through supportive appraisal processes to improve their practice and are encouraged to develop professionally.  There are clear progression pathways identifiable within the school. 

The school has grown significantly during the past five years and has made substantial changes to its model of leadership and curriculum in order to better meet the needs of our pupils.  Our most recent Ofsted, in June 2018, found that the school was Good overall with outstanding personal development, behaviour and welfare.  
Job Description

Job Title: Exam & Administrative Officer
Location: Highfield School
Reporting to: School Business Manager / SLT

Grade and Salary: 
Grade 5, £13.69-£14.59 per hour
37 hours per week, term time plus 5 inset days 
actual pay range £22,684 - £24,179 

Overall purpose of the post:

The Exam & Administrative Officer role is integral to the team providing consistent and comprehensive business and administration support to the school, under the instruction/guidance of senior staff.
Assist with the organisation of both internal and external examinations following requirements and regulations placed on schools by both awarding bodies and the Joint Council for Qualifications (JCQ) ensuring that the school is compliant with these before, during and after examination periods. 

Key Outcomes/ Activities
Organisation
· Undertake reception duties, answering general telephone and face to face enquiries and signing in visitors
· Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc
· Assist in arrangements for schools trips, events etc
· Contribute to development and review of examination-related school policies

Administration
· Provide general clerical/admin., support e.g. photocopying, filing, faxing, complete standard forms, respond to routine correspondence 
· Maintain manual and computerised records/management information systems
· Produce lists/information/data as required e.g. pupils data
· Undertake typing and word-processing and other IT based tasks
· Take notes at meetings
· Sort and distribute mail
· Undertake administrative procedures 
· Maintain and collate pupil reports 
· Undertake routine administration of school lettings and other uses of school premises
· Manage the arrangements for planning and organisation of exams, exam management including invigilation and moderation. Recording results and data management.
· Comply with the regulations and requirements of all examinations held by the school, both internal and external.
· Comply with all JCQ and awarding body regulations and keep up to date with any changes to these
· Ensure arrangements for the safe and secure receipt, checking and storing of examination papers and materials
· Print exams confidentially in line with timings set by exams board and store securely following exam boards specifications
· Request modifications of papers externally or with the exam board and recording and evidencing pupils needs following reasonable adjustment and special; considerations policy and procedure
· Ensure registration of candidates for all examinations
· Manage the arrangements for the logistics for examination sessions, including timetabling, room booking, resources and staffing
· Carry out necessary administrative tasks related to the organisation of examination sessions
· Manage the arrangements for the safe and secure storage and dispatch of completed examination papers
· Submit reports to examining bodies, as required including uploading samples of work for external moderation
· Be the main point of contact for the school in matters relating to the general administration of awarding body examinations and assessments
· Support the Assistant Headteacher in taking all reasonable steps to prevent the occurrence of any malpractice/maladministration before, during the course of and after examinations have taken place. 
· Support the Assistant Headteacher in investigating and reporting cases of suspected or actual malpractice in connection with an examination as required by the JCQ and awarding bodies. 
· Actively support the Assistant Headteacher in co-operating with the JCQ Centre Inspection Service, an awarding body or a regulatory authority when subject to an inspection, an investigation or an unannounced visit


Resources
· Operate relevant equipment/ICT packages (e.g. word, excel, databases, spreadsheets, Internet)
· Provide Administrative support to the Headteacher & Deputy Headteacher
· Assist in the collection, recording and banking of money in relation to school activities
· Provide general advice and guidance to staff, pupils and others
· Undertake general financial administration e.g. processing orders
· Work with the SENCO to ensure appropriate access arrangements and reasonable adjustments for all pupils to access exams
· Work with the finance team to ensure all examination fees are paid, as necessary
· Support the SENCO to implement access arrangements and reasonable adjustments as required such as modified papers, reader or scribe etc
· Assist with any unexpected issues or emergencies that arise during an examination session

Responsibilities
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· responsible for managing the effective and efficient administration of external examinations in accordance with the Joint Council for Qualifications (JCQ) regulations (on behalf of the JCQ member awarding bodies) and/or awarding body rules to maintain the integrity of the assessment process
· responsible for registration of candidates for all examinations
· Support the Assistant Headteacher in ensuring that the School is compliant with the JCQ regulations and awarding body requirements in order to ensure the security and integrity of the examinations/assessments at all times
· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos/work/aims of the school
· Appreciate and support the role of other professionals
· Attend and participate in relevant meetings as required 
· Take ownership of own professional development; identifying and accessing relevant 
training and support available from external stakeholders (Awarding bodies/JCQ/Network group/The Exams Office etc.). Participate in training and other learning activities and performance development as required

The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.

The employment checks are required:

· Evidence of entitlement to work in the U.K.
· Childcare Disqualification Declaration (where applicable)
· Evidence of essential qualifications – see page 1 of this job specification
· Two satisfactory references
· Confirmation of medical fitness for employment
· Registration with appropriate bodies (where applicable)
· Enhanced DBS Disclosure













	Post Specification

	
	Essential
	Desirable

	Qualifications/ Training

	NVQ 2 or equivalent qualification e.g. I.L.M. Certificate in Team Leading,
OR
Support Work In Schools (SWiS) Level 2
OR
Experience in relevant discipline 
OR
Level 2 Numeracy/ Literacy skills or willingness to work towards
	

	Knowledge

	Appropriate knowledge of First Aid

Effective use of ICT packages

Use of relevant equipment/ resources

Good keyboard skills

Knowledge of relevant polices/codes of practice & awareness of relevant legislation

	Knowledge of regulations and requirements of all examinations held by the school, both internal and external

Compliance with all JCQ and awarding body regulations


	Experience

	General clerical/ administrative/ financial work 
managing time and workload to meet deadlines
	Working in an exam environment supporting exams management such as organising other members of staff and invigilators

	Physical Skills

	General clerical skills involving use of keyboard and mouse
	

	Competencies and other skills required

	Ability to relate well to children and adults

Work constructively as part of a team, understanding school roles & responsibilities and your own position within these

Ability to identify own training & development needs & cooperate with means to address these
seek learning opportunities

Ability to work flexibly, plan own workload and work well under pressure

Ability to work across multiple projects and deadlines
 	
	




















How To Apply
To apply please complete our application form, preferably completing it electronically.

Please ensure that you have addressed the requirements of the job description and person specification within the application form.  Please pay particular attention to the 'Information to support your application' section, using this to demonstrate how your experience, skills and abilities match our requirements for this post.  This statement should be no more than 2 sides of A4, font size 11.  CVs will not be considered.  References will be requested for all short-listed candidates prior to the interview.

Highfield School is wholly committed to ensuring children and young people are fully supported and safe.  We are dedicated to the safeguarding of all children and young people whilst promoting their welfare.  All appointments are made in accordance with safer recruitment practices and the statutory guidance in Keeping Children Safe in Education. Online checks will be carried out on all shortlisted candidates, and all appointments are subject to an enhanced DBS check, satisfactory references and checks regarding suitability to work with children.

Applications should be forwarded to Ms P Sayle, Business & Operations Manager by post or electronically to psayle@highfield.wakefield.sch.uk, to reach us no later than 1pm on Tuesday 16th December 2025.

Interviews are scheduled for wc 5th January 2026.  Applicants selected for an interview will be informed by email. 
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