
Job Description

Temporary Exams and Assessment  Officer

Salary Grade 7
Permanent TTO + 10 days

Main Purpose Of The Job

Responsibility for the administration, organisation and smooth running of all examinations.

Main Tasks:

● Liaising with Teaching & Learning Leaders and/or any other member of staff to
ensure that the correct entries are made for all examinations.

● Checking entries are correct and agreed by both pupils and staff.

● Issuing rules of conduct to all pupils and staff.

● Issuing pupils with their statements of entry and making any necessary corrections.

● Drawing up examination timetables for all internal and external examinations as soon
as is practicable in order to determine issues related to invigilation and general
centre planning.

● To be responsible for the storage and security of exam papers and pupil scripts.

● To work with Teaching & Learning Leaders to ensure coursework marks are
submitted in accordance with exam board procedures and associated samples of
coursework are submitted for moderation as required.

● To work with Pastoral Leaders and form tutors to ensure that pupils are informed of
correct exam rules and responsibility.

● For all areas being used for examinations, the Exams Officer must organise and
arrange supervision of these examinations in accordance with the regulations laid
down by all the examination boards including rooming, seating and exam board
notices.

● Supplying all the necessary stationery and materials related to the smooth running of
the examination system.

● Dealing with special considerations and any other requirements related to the smooth
running of the examination system.



● Dealing with examination board queries relating to pupil qualification certification

● Work with the SEN team to ensure that all appropriate examination support is
available to pupils in accordance with need and that all required documentation is
submitted to the examination boards in order to comply with their requirements for
pupils accessing support.

● Ensure practical and oral examinations are carried out in accordance with
examination board instructions and that appropriate preparation of pupils has taken
place.

● Undertake training of the team of invigilators to ensure that they are aware of
procedures and policies relating to the examination process.

● Ensuring invigilators undertake scribe and reader training in accordance with
examination board guidelines.

● To be present on the days the centre is notified of results and on result days,
distributing documentation to staff and organising distribution of results slips to
pupils.  Also dealing with queries, where appropriate, from pupils, staff and parents to
include managing the appeals process effectively.

● Checking statistical data related to all entries and the analysis of results.

● Collation of formal results certificates issued by the exam boards.

● As part of the DATA & EXAMS team, attend meetings and make suggestions in
developing and reviewing the team’s progress of policies and procedures.

● Updating exam policies and procedures in line with JCQ guidance

● To deputise for other members of academy support staff as appropriate.

● To be able to provide occasional additional hours whether in the evening or at
weekends.

● To participate in staff development and training.

● To observe the Academy Equal Opportunities Policy.

● To undertake other similar tasks as may be determined by the Principal in
consultation with the postholder.

● Liaise and communicate effectively both verbally and in writing with pupils, staff,
parents and stakeholders.

Co-op Academies Trust as an aware employer is committed to safeguarding and protecting the welfare of
children and vulnerable adults as its number one priority. This commitment to robust recruitment,
selection and induction procedures extends to organisations and services linked to the Trust on its
behalf. This post is subject to an enhanced DBS check.  We value variety and individual differences, and
aim to create a culture, environment and practices at all levels which encompass acceptance, respect
and inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and
principles.



Person specification

Essential Desirable

Qualifications At least 5 GCSEs (including English and
Maths at least at grade C), or equivalent

Additional Qualifications in areas
related to the role

Line management experience or
mentoring adults

Knowledge
and skills

Excellent working knowledge of SIMS in line
with this role and exam manager
Relevant training in ICT related packages,
(eg Excel) and an ability to manipulate data
using these packages
Experience of working with other
professionals and/or agencies
Ability to present information in a logical
clear and concise format
Experience of writing policies and
procedures

Working knowledge of additional
packages such as SISRA

Personal
Qualities

Creative thinker, with the willingness to
shape and develop a new role
Willingness to buy into the vision and values
of the academy
Ability to communicate effectively with young
people and adults
Excellent personal organisation
Ability to work flexibly and respond to
developing needs
The ability to approach setbacks with
resilience
The ability to maintain integrity and have an
eye for detail
A willingness to act on advice given
To have a flexible approach to the working
day to meet the needs of the organisation
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children and vulnerable adults as its number one priority. This commitment to robust recruitment,
selection and induction procedures extends to organisations and services linked to the Trust on its
behalf. This post is subject to an enhanced DBS check.  We value variety and individual differences, and
aim to create a culture, environment and practices at all levels which encompass acceptance, respect
and inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and
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