
 
 

 

 

 

 

 

Job Description 

 

Post  Examinations Officer 

Department  Associate staff 

Reporting to  Raising Standards Leader (KS4) 

Line managing Exams Access Arrangements Coordinator and Exams Assistant 

Liaising with  Teaching and Associate Staff, Exam Invigilators 

Salary/Grade £28,100 - £31,700 FTE (depending on experience) 

Rugby Free Secondary School Introduction 

We are at the start of a very exciting journey and have worked extremely hard over the last year 

to create a culture of high expectations across the school, supported every step of the way by our 

Trust. This has been achieved through the development of strong and positive relationships with 

staff, students, parents and carers. Our reflective approach means we are always striving to 

improve in all we do and believe that mistakes are only an opportunity to learn.   

Our aim is for all students in our care to have the capacity to achieve their full potential and for our 

curriculum to nurture and develop each child’s hidden talents throughout their time at RFSS.   

It is an exciting time to be working part of the RFSS family and as part of our trust Learning Today, 

Leading Tomorrow. RFSS opened in 2016, we relocated to our brand-new purpose-built facility in 

February 2020 and secured ‘Good’ in our most recent Ofsted inspection (July,2021). 

You won’t find teachers and staff anywhere else who are as committed to a school’s purpose and 

supporting its success. Relationships are at the heart of RFSS and underpin our new core values and 

we are always looking for dedicated staff who share our ethos and demonstrate our values.   

The role is to work with the examination and assessment team including the Data and Assessment 

Strategic Lead and the Exams Access Arrangements Coordinator/Exams Assistant in order to 

ensure data systems and examination procedures run smoothly and effectively. 

Please find below link to our website with the latest Ofsted report when we were graded as ‘Good’.  

https://www.rugbyfreesecondary.co.uk/ofsted     

Our Values are: 

Kindness – The quality of friendliness, generosity, consideration, honesty 

Collaboration – The belief that working and learning with others will lead to greater success 

Curiosity – A strong desire to know and to learn 

Resilience - The ability to recover quickly and learn from the difficulties we face 

Respect - To appreciate the importance of understanding and admiration for others and self 

Endeavour - The belief that hard work is needed to achieve something we can be proud of 

https://www.rugbyfreesecondary.co.uk/ofsted


 
 

 

 

 

Key Duties and Responsibilities 

The ideal candidate would be expected; 

 

DATA: 

 

• To manage and deliver the development, monitoring and updates of the school MIS 

system. 

• Ensure the MIS system is fully populated and accurately kept up to date with student and 

house data information.  

• Ensure effective utilisation of the MIS system’s full functionality including recording student 

details, attendance, assessment, and examinations.  

• Oversee the data collection calendar and processes ensuring consistent and timely 

gathering of student data. 

• To work with the Assessment Lead and Senior Leaders to support the assessment and 

reporting process.  

• To work with the Access Arrangements administrator to support the provision of access 

arrangement data.  

• To work with the Raising Standards Leaders to identify patterns and trends. 

• Keep records in accordance with data protection law, ensuring information is secure and 

confidential at all times. 

 

EXAMS: 

 

• To be 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[1]) and/or awarding body rules for exam 
administration in a consistent and secure fashion, thereby helping to maintain the integrity 
of the assessment process 

• To support the Head of centre in ensuring that the centre 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 

• To act on behalf of, and be the main point of contact for, the centre in matters relating to 

the general administration of awarding body examinations and assessments 

• To closely liaise with key stakeholders (external and internal) to ensure exams 

administration processes are strictly followed and key deadlines met 

• To ensure examinations are conducted in accordance with the regulations 

• Through taking an ethical approach and working proactively to avoid malpractice 

among students and staff, supports the Head of centre in taking all reasonable steps to 

prevent the occurrence of any malpractice/maladministration before, during the course 

of and after examinations have taken place 

 

Principle Responsibilities: 

Before examinations: 

 

 
 



 
 

 

 

Planning 

• Maintain and develop systems to manage and coordinate all aspects of the exams 

administration process 

• Research and understand qualifications and how they are assessed 

• Identify and access relevant support available from external stakeholders (Awarding 

bodies/JCQ/Network group/The Exams Office etc.) 

• Comply with JCQ and awarding body regulations, guidance and instructions and keep 

abreast of developments/changes/updates 

• Effectively use JCQ and awarding body online tools where required (e.g. the Centre 

Admin Portal (CAP), secure extranet sites) 

• Oversee (as the main administrator) and manage appropriate access rights for relevant 

internal stakeholders using JCQ and awarding body online tools 

• Manage own time effectively to ensure key tasks are undertaken and external key dates 

and deadlines are met (achieved by creating and working to an annual exam plan) 

• Communicate clear internal deadlines and processes for gathering/sharing exam-related 

information from/with relevant internal stakeholders 

• Brief candidates/staff/parents/carers on examination regulations and requirements 

• Actively support the Head of centre 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 

• Annually confirms the information required by the National Centre Number Register (as 

administered by OCR on behalf of the JCQ) and informs of any changes to centre status 

• Manage arrangements to receive, check and store question papers and examination 

material safely and securely at all times and for as long as required in accordance with 

the regulations 

• Supports the Head of centre in managing Conflicts of Interest by informing the awarding 

bodies to timescale and recording the measures taken to mitigate any potential risk to the 

integrity of the qualifications affected. 

• Contribute to the creation/review/update of exam-related policies as required by the 

regulations and accurately reflecting working practices in the centre  

• Support the Special Educational Needs Coordinator (SENCo) (or equivalent role) in 

implementing examination access arrangements or reasonable adjustments for eligible 

candidates (processing approval applications and requesting modified papers by the 

published deadlines) 

Entries 

• Observe the awarding bodies’ published terms, conditions and processes for the 

registration or entry and withdrawal of candidates for their examinations and assessments  

• Register or enter candidates for an examination or assessment in accordance with the 

awarding bodies’ published procedures and published deadline for that qualification 

• Implement processes and liaise with relevant internal stakeholders to gather correct entry 

information to internal deadlines implementing strategies to avoid late (or other penalty) 

fees 

• Maintain required identifiers for each candidate entered for an examination or assessment 

and enter candidates who are on roll at the centre as internal candidates 

• Verify the identity of all students that are entered for examinations or assessments 

• Effectively use internal and external IT systems to submit and manage awarding body 

registration and entry data 



 
 

 

 

• Liaise with Finance to ensure fees are paid as instructed and at the time specified by the 

awarding bodies 

• Submit any applications for transferred candidate arrangements in accordance with the 

awarding body requirements 

• Liaise with relevant internal stakeholders to ensure final entries/registrations that have been 

submitted to an awarding body are regularly monitored, submitting timely changes 

(amendments/withdrawals) to ensure candidates take the correct papers at the correct 

time and enabling awarding bodies’ to deliver accurate results to the centre 

Pre-exams 

• Recruit, train, update and manage a team of invigilators 

• Manage the arrangements for the timetabling, rooming, seating, resourcing and 

invigilation of examinations in accordance with the regulations 

• Effectively resolve exam timetable clashes and manage overnight supervision 

arrangements (where arrangements may be required after all other options have been 

explored) in accordance with the regulations 

• Ensure all candidates are notified of their examination entries and the dates and times of 

their examinations/assessments in accordance with the regulations 

• Ensure all candidates are aware of the JCQ and awarding body information and 

regulations regarding the conduct of their examinations/assessments in advance of these 

taking place 

• Confirm relevant internal stakeholders complete administrative tasks associated with 

centre assessed work in an accurate and timely manner in accordance with the 

requirements of awarding bodies and moderators 

• Support the Special Educational Needs Coordinator (SENCo) (or equivalent role) in 

implementing examination access arrangements or reasonable adjustments for eligible 

candidates (appropriate arrangements for rooming, resourcing, facilitation, invigilation 

etc.) 

• Effectively manage arrangements for the secure storage and dispatch of examination 

scripts for marking 

During examinations: 

 

Exam time 

• Effectively manage the conduct of examinations in accordance with JCQ regulations 

and/or awarding body rules 

• Ensure all exam accommodation is prepared in accordance with the requirements  

• Inform the JCQ Centre Inspection Service of any alternative site that may be used by the 

centre to conduct timetabled examinations 

• Effectively deploy fully trained invigilators to exam rooms according to the requirements 

• Manage unexpected issues/irregularities which may affect the conduct of examinations 

• Support the Head of centre in investigating and reporting cases of suspected or actual 

malpractice in connection with an examination as required by the JCQ and awarding 

bodies 

• Maintain the confidentiality and security of candidates’ responses and dispatch scripts 

according to the requirements 



 
 

 

 

• Submit to the published timescales, relevant follow-up reporting to awarding bodies’ in 

relation to the very late arrival of candidates for examinations and applications for special 

consideration where candidates meet the published criteria 

After examinations: 

 

Results and Post-Results 

• Ensure candidates and relevant internal stakeholders are aware of processes, key dates 

and deadlines in relation to the issue of results and the arrangements for post-results 

services 

• Plan, prepare for, and manage the restricted release of results and the distribution of 

provisional statements of results in accordance with JCQ regulations and/or awarding 

body rules 

• Effectively use internal and external IT systems to access and manage awarding body 

results information 

• Understand awarding body results indicators and provide support for relevant internal 

stakeholders in accessing results reports/analysis tools  

• Effectively use external IT systems to administer post-results services in accordance with the 

regulations to the published deadlines 

• Manage and administer the receipt, distribution and retention of examination certificates 

according to the regulations 

Other 

• Undertake training, update or review sessions as required 

• Undertake other duties appropriate to the grade and responsibilities of the role as may be 

required by the Head of centre/SLT responsible for examinations, for example: 

• The preparation for and conduct of internal examinations under external examination 

conditions 

• Other exams-related administrative tasks 

Professional Development 

• To take responsibility for personal continuing professional development. 

• To take part, as appropriate, in the Trust professional development programme. 

• To engage actively in the Performance Management Review process. 

• To evaluate own personal performance through self-evaluation and learn from the 

effective practice of others and from evidence. 

Safeguarding  

• To ensure that all students have a safe environment in which they can learn, reporting any 

concern about the environment to a member of the site team or if appropriate to one of 

the Designated Safeguarding Leaders.  

• To be aware of systems which support safeguarding and following the procedures as 

highlighted in the Safeguarding Policy.  

• To identify children who may benefit from early help as soon as possible and discuss this 

with one of the Designated Safeguarding Leaders.  

• To consider at all times what is in the best interests of the child. 

• To protect children from maltreatment; preventing impairment of children’s health or 

development; ensuring that children grow up in circumstances consistent with the 

provision of safe and effective care. 



 
 

 

 

• To take action to enable all children to have the best outcomes. 

General responsibilities of all Rugby Free Secondary School Staff: 

• To support the Trust’s responsibility to provide and monitor opportunities for the personal and 

academic growth of students. 

• Individuals have a responsibility for promoting and safeguarding the welfare of children and 

young people they are responsible for or come into contact with. Part of this responsibility 

involves the checking of visitor identification at the point of school entry and the issuing of 
relevant safeguarding information. 

• To ensure all tasks are carried out with due regard to Health and Safety. 

• To remain confidential at all times. 

• To adhere to the ethos of the school. 

• To promote the agreed vision and aims of the school. 

• To set an example of personal integrity and professional conduct.  

 

Rugby Free Secondary School is committed to safeguarding and promoting the welfare of children 

and young people and expects all staff to share this commitment. 

 
If you feel that you could bring further impetus to our drive to improve the provision for our students 

and have the necessary energy, enthusiasm and sense of humour to take us forward in this exciting 
curriculum area then please get in touch. 

 
To arrange a visit to school or for an informal discussion, please call Sara Abel, on 01788 222060 or 
email; sarah.abel@rugbyfreesecondary.co.uk  

 

• To apply, please visit;  https://www.rugbyfreesecondary.co.uk/vacancies    
 

We reserve the right to withdraw this vacancy at any time. 
 

  
Closing date for applications: Sunday 27th November 2022 

 

Interview date: w/c Monday 28th November 2022 

 
Learning Today, Leading Tomorrow (LT2) is committed to safeguarding children; successful 

candidates will be subject to an enhanced Disclosure and Barring Service check. LT2 is always 
happy to receive speculative applications from excellent teachers and support staff. 

 
This job description is current at the date shown but in consultation with the post holder may be 

changed by the Headteacher to reflect or anticipate changes in the job commensurate with the 
grade and job title.  
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