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THE POST 

Essa Academy is seeking to recruit a dynamic, talented individual who believes that all students can succeed. The 
successful candidate will be joining a unique and supportive school and will work alongside dedicated, forward 
thinking colleagues with a line manager who has done the role and understands what is involved. Our vision is 
for all students to succeed and you will play an integral part in this. 

The successful candidate will be a passionate and inspirational member of staff with a real desire to take the 
lead in the planning and delivery of exams.  Upholding our high standards with an attention to detail and the 
ability to prioritise your own workload are essential as are a willingness to work flexibly and a commitment to 
promoting the values and ethos of our school.   

In return we can offer flexible working arrangements around GCSE external exams, Healthcare benefits, relevant 
in house CPD and an opportunity to develop yourself. 

If you want to talk through the position or arrange for a visit, please contact Maria Neary by email:  
maria.neary@efatrust.org 

Closing date: 26.6.23 
Interviews: w/c 3.7.23 
Start date: 1 September 2023 
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JOB DESCRIPTION 

Post:   Examinations Officer 
Responsible to:  Trust Data Manager 
Responsible for: Invigvilators 
Terms:  Term Time + 10 Days (5 days to be completed for GCSE results in August) 

Flexible Working Considered 
Hours: 37 hours per week 

The role: 
• 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 exams 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

Key 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 exams plan)
• Communicate clear internal deadlines and processes for gathering/sharing exam-related information

from/with relevant internal stakeholders

Essa Foundation Academies Trust and all its schools and academies are committed to safeguarding and 
promoting the welfare of children, young people and vulnerable adults and expects all staff and 
volunteers to share this commitment. 
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• 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 confirm 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 confidential question papers and examination material

safely and securely at all times and for as long as required in accordance with the regulations
• Support the head of centre in managing potential conflicts of interest by informing the awarding bodies to

timescale for each examination series 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/procedures as required by the
regulations and accurately reflect working practices in the centre

• Support the Special Educational Needs Coordinator (SENCo) in implementing examination access
arrangements and 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/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/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/assessments
• Effectively use internal and external IT systems to submit and manage awarding body registration and entry

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

Customer Care 
• To continually review, develop and improve systems, processes and services in support of the Trust’s

pursuit of excellence in service delivery. To recognise the value of it’s people as a resource.

Develop oneself and others 
• To make every effort to access development opportunities and ensure you spend time with your

manager identifying your development needs through your personal development plan.
• To be ready to share learning with others.

Valuing Diversity 
• To accept everyone has a right to his or her distinct identity. To treat everyone with dignity and respect,

and to ensure that what all our customers tell us is valued by reporting it back to the organisation. To be
responsible for promoting and participating in the achievement of the departmental valuing diversity
action plan.
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Generic Requirements 
• It is a requirement of all posts within the Trust that Health and Safety requirements are upheld in the

performance of all duties.
• All employees of the Trust are required to uphold the Equality and Diversity Policy and the Trust’s Code

of Conduct.
• All staff will ensure that they are aware of and work within the requirements of all Keeping Children Safe

in Education policies, seeking clarity from a member of Senior Leadership if necessary.
• All staff are expected to uphold all EFAT HR related policies.

This job description is current at the time of date shown. It will be reviewed at least annually and in consultation 
with you, it may be changed by the principal to reflect or anticipate changes in the job commensurate with the 
grade and job title. 

Employee Name …………………………………………… 

Date …………………………………………………………. 

Signed………………………………………………………… 
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PERSON SPECIFICATION 

Post:     Examinations Officer 
Responsible to: Trust Data Manager 
Terms  Term Time + 10 Days  (5 days to be completed for GCSE results in August) 
Hours  37 hours per week 

Role Specific Criteria 

Essential Desirable* 

Qualifications and Training 

1. 5 GCSEs A*-C including Maths and English, or equivalent  

2. Working towards further qualifications  

3. 
Examinations Officer specific on the job training within the last 
12 months 

 

Skills, Knowledge and Experience 

4. Experience of leading and managing staff  

5. 
Managing the examination process within an educational 
setting 

 

6. 
Awarness of the Joint Council for Qualifications (JCQ) 
regulations or equivalent 

 

7. Managing own workload and time management  

8. Completing tasks to strict deadlines and prioritizing workload  

9. Dealing with confidential matters  

10. 
Using a management information system (MIS) within an 
educational setting or equivalent 

 

11. Complying with the requirements of regulatory bodies  

12. 
Managing and maintaining the integrity and confidentiality of 
the exams system 

 

13. Proficient in the use of a range of IT software packages 
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14. Working with a high degree of accuracy  

15. Working well under pressure  

16. 
Awarness of current developments in the secondary 
school/college curriculum and examination systems 

 

17. 
Awarness of qualifications contributing to performance tables 
(school and/or college performance measures) 

 

* In the event of a large number of applicants meeting the essential criteria, the desirable criteria will become
essential.

The following criteria are applicable to all employees of Essa Foundation Academies Trust 

Personal Attributes 

• Ability to promote a positive ethos and role model positive 
attributes 

✓

• Effective team player ✓

• Sensitive to the needs of others ✓

• Good listening, oral and numeracy skills ✓

• Ability to successfully organise time and successfully work to 
deadlines 

✓

• Awareness of own development needs ✓

• Person of integrity ✓

• A good sense of humour ✓

Valuing Diversity 

• Listen, support and monitor the diverse contributions made to 
service development without prejudice 

✓

• 
Challenge behaviours and processes, which do not positively 
advance the diversity agenda whilst being prepared to accept 
feedback about own behaviour  

✓

• 

Recognise people’s strengths, aspirations and abilities and help 
to develop their potential. Understand how Valuing Diversity 
can improve our ability to deliver better services and reduce 
disadvantage 

✓
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