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EXAMS OFFICER (WITH ADMISSIONS RESPONSIBILITIES)

	Job Advert

	Salary:
	[bookmark: _GoBack]Scale 3A (£32,597 FTE, ACTUAL £28,883)

	Hours:
	Term time plus 3 weeks

	Required:
	As soon as possible

	The Governors of this friendly high school are looking to appoint an intelligent, resourceful and conscientious examinations officer.  The postholder will take responsibility for the organisation and administration of examinations and associated administration within our school.  They will also have admissions responsibilities.

The successful candidate will be self-motivated, organised, work well under pressure and work with a great attention to detail. Experience of examination administration and compliance with examination regulations would be ideal pre-requisites but are not essential. You will be supported by and become a valued member of our friendly and efficient admin team, who enjoy great relationships with each other and with the wider school staff team.

The successful candidate must be willing to uphold the Catholic ethos and policies of the school.


	

	Next Steps

	Application packs be returned to: Ms Gemma Perkins, All Hallows RC High School, 150 Eccles Old Road, Salford, M6 8AA. Telephone: 0161 921 1900 or email: g.perkins@allhallowsrc.co.uk 

	

	Closing date for applications:
	Monday 10th August 2026 at 12pm 

	All Hallows is committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.  The post is subject to an enhanced DBS disclosure. 




	
Job Description

	Post title:
	Exams Officer (with admissions responsibilities)

	Responsible to:
	Headteacher and School Business Manager

	Function:
	To manage the administration for internal and external examinations and ensure compliance with JCQ and Ofqual guidelines and regulations.  The postholder is required in school to administer the receipt and distribution of Examination results during August.  To be responsible and lead the admissions administration and appeals processes within school.  To support the administration needs of the school. 


	

	General Duties

	Main Duties and Responsibilities/ Accountabilities

Main duties and responsibilities are indicated below.  Other duties of an appropriate level and nature may be required, as directed by the School Business Manager or Headteacher.

1. Inputting exam entries into the computerised system and submitting entries for external exams to awarding bodies in advance of deadlines and checking those deadlines.
2. Downloading base data from Examination Board’s websites into the appropriate examinations software.
3. Allocation and maintenance of candidate numbers and UCI numbers for students.
4. Preparation of exam files – for all exams in use both internal and external during the academic year.
5. Collation of exam entries from Heads of Department for exam series throughout the year.
6. Provision of entry booklets to Heads of Department for exam series throughout the year.
7. Preparation of student examination handbook.
8. Liaising with the SENCO regarding candidates with SEN; applying to awarding bodies for special arrangements for such candidates.
9. Providing safe custody of all examination related documentation, in accordance with regulations.
10. Receipt of mark sheets and examiner information.
11. Resolving exam clashes in accordance with regulations.
12. To ensure efficient management of physical aspects of the examinations including the organisation of equipment, rooms and invigilators.
13. Being present in school on the days when results are notified, downloading and overseeing the distribution of results to candidates.  Producing analyses of exam results for the Headteacher as soon as practical.
14. Processing enquiries on results and requests for return of scripts.
15. Produce and circulate/display seating plans and staff and student timetables for internal and external examinations.
16. Coursework marks; Input estimates and forecast grades; in conjunction with Heads of Department ensuring deadlines are met to provide estimated grades to Boards and moderation for all coursework subjects plus other estimated grades.
17. Post exam scripts with proof of postage.
18. To attend meetings as required to ensure the smooth running of the examinations.
19. To undertake any necessary training.
20. To support the general administration needs of the wider team, to include creation of presentations, secretarial and reception support when needed.
21. To be responsible and lead the admissions administration and appeals processes within school.
22. To undertake such additional duties as are reasonably commensurate with the level of this post.
General Responsibilities 

1. To foster  positive and professional working  relationships within the department and school
2. To comply with the School’s Health and Safety Policy and associated safe working procedures and guidelines.
3. To comply with the School’s Comprehensive Equality Policy and to ensure that it is implemented within the service area of the post.
4. To comply with the School’s Data Protection Policy and Code of Practice within the service area of the post. 
5. Promote and uphold the Catholic ethos and values of the school and to participate in activities (such as form group prayers and assemblies) that contribute to this Catholic ethos.
6. Other related duties of a similar level of responsibility.




	Person Specification

	Exams Officer (with admissions responsibilities)

	Essential Criteria

1. Minimum of 5 GCSEs or equivalent Grade C or above including Maths and English
2. Is able to work independently and autonomously as well as within a team
3. Can maintain issues of confidentiality in the working environment
4. Has initiative and can work independently
5. Has understanding of when to consult, make decisions and defer to others
6. Is able to plan, organise, prioritise and manage their time effectively
7. Is highly organised
8. Has the ability to communicate effectively with a range of different people and organisations
9. Excellent time-management and multi-tasking skills
10. Ability to work well under pressure and to tight deadlines to a high standard
11. Can show a positive commitment to organisational principles
12. Has the ability to deal with challenging situations
13. Has the ability to work flexibly and in a responsive way with tact, discretion and confidentiality
14. Is committed, resilient, robust, resourceful, keen and enthusiastic
Desirable Criteria

1. Can demonstrate experience in a similar role or possess strong administration skills
2. Knowledge and understanding of exam procedures in a secondary environment
3. Has an understanding of how schools are managed and organized
4. Knowledge of SIMS
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