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Job Description 

 

Job title: Examinations Assistant 

Reports to: Examinations Manager 

Hours: 35 hours per week, all year round 

Scale:  NJC Scale 5, Spine Points 12-16  

 

Job purpose  

The Examination Assistant will support all aspects of the examination processes in Mulberry 

School for Girls, meeting and supporting others in meeting all JCQ and exam board regulations. 

Key accountabilities, duties and responsibilities  

• To assist in the administration, development and running of the school’s examinations 

processes; 

• To uphold arrangements that ensure the school meets all relevant JCQ and exam board 

regulations; 

• To take agreed responsibilities in the administration of examinations processes throughout 

the year and in the daily running of examinations; 

• To take responsibility for the receipt, organisation and security of exam material in the secure 

storage room; 

• On a day-to-day basis to deploy, instruct and monitor the invigilation team, supporting them 

to demonstrate the highest possible professionalism to facilitate an exam environment that 

ensures all pupils can perform at their best;  

• To assist the Examinations Manager in meeting the invigilators at the end of all examinations 

to receive, check and pack completed scripts and deal with any issues that require immediate 

action; 

• As directed by the Examinations Manager, to liaise with staff involved at different stages of 

examination processes, including Heads of Department, teachers, Support for Learning 

Department and the premises management team; 

• To deputise for the Examinations Manager, when necessary, particularly in the use of SIMS 

and communication with exam boards;  

• As directed by the Examinations Manager, to attend appropriate meetings/training courses 

throughout the year regarding exam matters; 

• On results days, to assist the Examinations Manager with the download and collation of 

results and distributing the results to students; 

• To meet all relevant school policies and attend all safeguarding training as required by the 

school; 

• To provide cover or support in other Trust schools as agreed; 

• To undertake any other tasks as requested by the Examinations Manager, that may 

reasonably be required to support the smooth operation of the Examinations Office 

 



Equality, Diversity and Inclusion:  

• Adhere to the Trust’s policies and ensure anti-discriminatory practice in all aspects of 

the role.  

• Leadership responsibility for ensuring compliance with equality legislation. 

 

Safeguarding  

• The post-holder will have due regard for safeguarding and promoting the welfare of 

children and young people and will follow the child protection and safeguarding 

procedures adopted by Mulberry Schools Trust.  Any safeguarding and child protection 

issues will be acted upon immediately by informing a Designated Child Protection Lead. 

• The School as an employer is committed to safeguarding and promoting the welfare of 

children and young people 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. 

 

Health and Safety:  

The Health and Safety at Work Act (1974) places duties on all employees: 

• To take reasonable care for their own Health and Safety and that of other persons who 

may be affected by the individual’s acts or omissions at work; 

• To co-operate with management to enable them to carry out their duties and comply 

with all relevant Health and Safety legislation; 

• Not intentionally nor recklessly to interfere with or misuse anything provided in the 

interests of health, safety or welfare; 

 

Data Protection 

All staff within the Trust have a responsibility to ensure that data they are responsible for is 

accurate and appropriate to the needs of the organisation, and that they are responsible for 

ensuring any personal data processed for any purpose or purposes in connection with their role 

in the Trust shall not be kept for longer than is necessary for that purpose or those purposes, 

in accordance with the Data Protection Act 2018. 

 

This job description is correct at the date of publication and may alter over time as the needs 

of the Trust/school change. 

 

I can confirm that I have read and accept my job description 

Name:   

Signed:  

Date:  



Person Specification 

1. Qualifications or equivalent experience to demonstrate achievement at the level of 

GCSE English and maths. 

2. Ability to work accurately under pressure and meet strict deadlines. 

3. Excellent attention to detail and commitment to maintaining accurate records. 

4. Experience of working with young people (desirable). 

5. Able to work in a highly confidential environment. 

6. Excellent interpersonal and communication skills. 

7. Excellent organisational and time-management skills and ability to prioritise. 

8. Confident IT skills including Microsoft Word, Excel and databases. 

9. Ability to work independently and as part of a successful team. 

10. Ability to work flexibly to support the varied examination timetable throughout the 

year. 

11. Commitment to supporting change within both the internal and external examinations 

processes and to remain up to date with the requirements of examinations boards. 

12. Supportive of the aims and ethos of MSfG and committed to safeguarding all students. 

13. Experience of examinations administration within a school or educational setting 

(desirable). 

14. Knowledge of JCQ regulations and awarding body requirements (desirable). 

15. Experience of using a school MIS/examinations management system (desirable) 

 

 

 

This post is subject to an enhanced DBS disclosure, and the successful applicant will be 

subject to relevant vetting checks before an offer of appointment is confirmed, and will be 

subject to rechecking as appropriate 



How can I apply? 

You will need to complete the application form on the online TES application form which 

includes your letter of application explaining why you are the perfect person for this rare and 

exciting opportunity. Please be aware that we can’t accept any CVs for this post.  

Please complete your application directly online via TES. If you have any questions about the 

role or the process, please get in touch with us at hr@mulberryschoolforgirls.org.  

Closing Date:   2
nd

 November 2026 

Interview Date:  W/C 9
th
 November 2026 

Start Date:   ASAP 

We will shortlist and interview on rolling basis so early applications encouraged. 

The school is committed to safeguarding and promoting the welfare of children and expects all 

staff and volunteers to share this commitment. The successful candidate will require an 

enhanced DBS clearance. We are dedicated to equality and valuing diversity. 

Candidates who are selected for interview will be informed following the shortlisting process 

and full details of the interview will be provided. If you do not hear from us within 14 days of 

the closing date of the position, unfortunately, you have been unsuccessful on this occasion. 

We will seek references on shortlisted candidates and may approach previous employers for 

information to verify experience or qualifications before interview. Any relevant issues arising 

from references will be taken up at interview.  
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