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Job Description 

Examinations Officer 

Role Summary 

• 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) 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 

Duties and 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 

to be achieved by creating and working to an annual exams plan 

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

relevant internal stakeholders 

• Work with the Deputy Headteacher to plan the sharing of pertinent information to 

candidates/staff/parents/carers on examination regulations and requirements. This may include Year 11 

Presentation to students, Examinations Information Evening for parents 

• 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. 

http://www.aqa.org.uk/
http://www.ccea.org.uk/
http://www.cityandguilds.com/
https://www.ncfe.org.uk/
http://www.ocr.org.uk/
http://www.edexcel.com/Pages/Home.aspx
http://www.sqa.org.uk/
http://www.wjec.co.uk/
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• 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 Head of Special Educational Needs Coordinator (SENCo) in implementing examination access 

arrangements or reasonable adjustments for eligible candidates (the SENCO is responsible for the  processing of 

all applications for access arrangements and requesting any modifications including specialist papers) 

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 such as candidate exam numbers 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 

• On rare occasions, there may be a requirement to process requests from private candidates. This would be 

discussed with the Deputy Headteacher in the first instance. 

 

• 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 by uploading all documents to the 

LP as well as emailing home. 

• 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 Head of Special Educational Needs Coordinator (SENCo) in implementing examination access 

arrangements or reasonable adjustments for eligible candidates (appropriate arrangements for rooming, 

resourcing, facilitation, invigilation etc.) 

• Submit NEA marks in liaison with Subject Leads/HoFs meeting the deadlines set by the awarding bodies 

• Submit NEA samples as requested by the awarding bodies meeting their timescales. 

• 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 
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• Effectively deploy fully trained invigilators to exam rooms according to the requirements. Ensure that timely 

update meetings are scheduled to ensure compliance with the JCQ regulations 

• 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 

• Manage emergency access arrangements for eligible candidates as the need may arise during exam time in 

conjunction with the SENCO 

• Maintain the confidentiality and security of candidates’ responses and dispatch scripts according to the 
requirements, using the “yellow label” service and also taking packets of scripts to the post office for IGCSEs 

• 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 

Examinations Budget 

• Monitor the examinations budget including checking and signing all examination invoices and addressing 

irregularities as necessary 

• Ensure that invoices are raised for students where appropriate 

Line management 

• Liaise with the Deputy Head, Head of Sixth form and Head of Timetabling about the organisation of all sittings for 

mocks and examinations including invigilation requirements, room bookings, seating plans, student 

identification cards and all equipment required. 

• Work with colleagues in Human Resources to ensure that the School’s requirements for Invigilators are met, and 
manage the School’s team of Invigilators to ensure an efficient and effective service is provided 

Professional Development 

• Maintain personal professional development to ensure that the knowledge and skills required to fulfil the role of 

Examinations Officer are up to date 

• Be a professional role model, and understand and promote the aims and values of the School 

Other 

• Undertake training, update or review sessions as required 

• First Aid trained or willing to undertake 3-day training course 

• 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: 

o the preparation for and conduct of internal examinations under external examination conditions 

o other exams-related administrative tasks 

• It is vital to the ethos of the Support Team that the post holder is flexible in taking on additional tasks, willing to 

offer help to, and cover for, other members of the Team, and treats co-operation and support for colleagues as a 

top priority. 
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Professional development 

Participate in the school’s appraisal procedures and training and development in order to improve own practice. 

Communication 

Being aware of confidential issues linked to home/pupil/schoolwork and to keep confidences as appropriate, 

communicate effectively with the whole school community. 

Working with colleagues and other relevant professionals 

Being aware and adhering to school policies and procedures, collaborate and work with colleagues and other 

relevant professionals within and beyond the school, develop effective professional relationships with colleagues. 

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

these. Understanding of the school framework calendar and how that affects workloads. 

Personal and professional conduct 

Maintain high standards of ethics and behaviour, within and outside school, demonstrating positive attitudes, values 

and behaviours to develop and sustain effective relationships with the school community, have proper and 

professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance 

and punctuality. 

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. 

Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a 

comprehensive list of all tasks that the post holder will carry out. The post holder may be required to undertake other 

duties appropriate to the level of the role. 

Working pattern 

This is a permanent, part time role working 950 hours per year, this equates to approximately 20 hours per week 

during term time, the additional hours are worked during the examination and results timetable, therefore a flexible 

working pattern will be required around this. You will work 38 weeks per year, which includes INSET days and 3 

additional weeks in the school holidays. 
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Person Specification  

Criteria Essential/D

esirable 

Assessed by 

Qualifications 

Educated to A Level standard or appropriate NVQ educational qualification 
Essential 

Application 

Form/Certificates A minimum of 5 GCSEs (9-5/ A*-C) including Maths and English 

Experience of further relevant study in a related area Desirable 

Experience and Skills   

Experience of managing and maintaining the integrity and confidentially of 

the examinations system in an educational setting 

Essential 
Application Form 

/Interview/Task 

Experience of working with data bases and software and management 

information systems within an educational setting 

Excellent IT skills and software knowledge including Microsoft office, 

database programmes, managing data input and querying reports 

Ability to analyse and interpret data effectively to prepare detailed reports 

based on statistical analysis and findings 

Ability to use relevant SIMS modules, such as Assessment Manager to 

generate mark sheets, reports, and exam entries 

 

Knowledge and understanding of the principles of Data protection 

legislation, including the Data Protection Act and General Data Protection 

Regulation 

Knowledge of the Joint Council for Qualifications (JCQ) regulations and 

experience of complying with the requirements of regulatory bodies 

Understanding of the importance of facilitating access arrangements for 

students with special needs 

Understanding of current developments in secondary schools/sixth form 

curriculum and examination systems 

Understanding of qualifications contributing to performance tables 

(school/college performance measures) 

 

Ability to work in a team, together with the initiative to work on your own 

with complex tasks 

Excellent attention to detail skills 

Excellent organisational skills with the ability to coordinate and prioritise 

activities in a timely manner, experience of working on several projects at 

a time  

Experience of communicating with clarity and credibility on paper, by 

email, telephone and face-to-face 

Experience of establishing and maintaining effective working relationships 

at all levels, advising the senior leadership team 

Experience of working calmly under pressure to deadlines 

Experience of maintaining confidentiality at all times 

Evidence of a track record of working with young people in a school 

environment 

First Aid trained or willing to undertake the 3 day course 
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Personal Attributes 

Professional image, manner, and approach 

Essential 
Application Form 

and Interview 

Problem-solver with a ‘can-do’ approach, positive and constructive 
attitude dealing with all enquires in a professional and sensitive manner 

Flexible approach to duties and working hours 

Able to use initiative and use problem solving skills 

Able to be adaptable and be flexible to respond to regularly changing 

requirements 

Willing to attend further courses and training as necessary 

Other 

Satisfactorily meeting the School’s employment checks - including 

Disclosure and Barring Service (DBS) check, health assessment, references, 

qualifications, and legal entitlement to work in the UK 

Essential 
Checks and 

clearances 

 


