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Developing Leaders & Achievers of the future

Exams Officer 
Candidate Pack

Location: Derbyshire
Start Date – October 2026










Welcome from the CEO

Thank you for your interest in joining Christopher Nieper Education Trust (CNET) as Exams Officer.
Christopher Nieper Education Trust is a small, growing, dynamic and ambitious Trust rooted in our local communities. Our Vision is to develop leaders and achievers of the future, giving pupils the winning combination of a first-class academic education and life skills for future employability with excellent pastoral care. We know the challenges and we know that with care, determination, enthusiasm and working together we can support and overcome these.
The Trust was formed in 2016 with a single school, David Nieper Academy Alfreton 11-19. We were delighted that Stonebroom Primary & Nursery School chose to become the second school and first primary school to join CNET with Shirland Primary School joining the trust as our second primary school in November 2024. Mickley Village Primary & Nursery School are our latest primary school who joined us in May 2025. The Governors of Deer Park Primary School have also now applied to join the Trust. David Nieper Academy has been a pivotal part of our Trust development team, creating the path for future Trust growth and development. We are very much looking forward to the continued growth of the Trust as additional local schools seek to join us. 
Are you excited to be part of our Trust team, growing, and developing the Trust for the benefit of all our children, staff, families, and communities? 
If you like the sound of the Trust and are keen to be instrumental in its future success, then we would like to hear from you and look forward to receiving your application.



Dr Kathryn Hobbs,
CEO 
Christopher Nieper Education Trust












Welcome from the Headteacher 
[bookmark: _Hlk208316661]
Thank you for showing an interest in the post of Exams Offcier at David Nieper Academy. 
Our Academy is sponsored by the Christopher Nieper Education Trust, who together with local employer partners, are highly committed in supporting the development and achievements of our students. As we apply best practice in the use of cognitive and behavioral science, providing pupils with hands-on learning experiences in purpose-built facilities, which opened in February 2017, we believe that this is a truly exciting time to join the academy. We are a growing school now of 780 students 11-18 and will soon be at our full capacity of 850 students 11-18. Our September 2022 Ofsted Inspection graded the academy as ‘Good in all areas’, a fantastic improvement from the ‘inadequate’ Ofsted rating when we took over the academy - and we endeavor to build on this as we grow and develop further. 
Our aim is to raise standards, expectations, inspire excellence and to encourage students to achieve their full potential.  We will help them develop confidence and key lifelong learning skills and to obtain the qualifications required as they look to future careers and explore the many opportunities in further education, apprenticeships, university and beyond. 
David Nieper Academy has a clear distinctive character due to the integrated involvement of its prestigious business partners. High profile local businesses, most being either international or national household names such as Denby Pottery, Owen Taylor & Sons Ltd, Bowmer & Kirkland, Places for People, Equip UK alongside David Nieper Ltd, are committed to bringing the world of work and 21st Century employment practices into every classroom. Practical contextual applied learning has been proven to assist all students in retaining and understanding more fully the concepts and principles taught in the classroom. We are looking for a candidate who will embrace this approach and ensure that David Nieper Academy is adopting this approach through its world class learning pedagogies.
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Headteacher

 







Benefits

We are committed to investing in our staff and their development as part of this, you will have access to ongoing training, support and mentoring. 

· The support of a growing Multi Academy Trust in continuing to develop the school.
· Working collaboratively with our growing cluster of schools and the local community.
· The support of very effective and knowledgeable Trustees and Academy Governors.
· Free access to Health Assured Employee Assistance Programme.
· Generous discount at the David Nieper Ltd factory shop.

Safeguarding

The Trust Board is committed to the safeguarding of children and young people, so all staff appointments are subject to employment checks and a satisfactory enhanced DBS check.

Candidates should indicate an acceptance of, and a commitment to, the trust’s policies in relation to equality and safeguarding and promoting the welfare of children.

It is an offence to apply for this role if an applicant is barred from engaging in regulated activity relevant to children. 

Please follow the below link to view the Christopher Nieper Education Trust Safeguarding/Child Protection Policy  https://davidnieper.academy/about-us/academy-policies/ 

The trust operates a NO SMOKING policy on site.

How to Apply 
CV’s will not be accepted so please apply via our recruitment site, My New Term by clicking here.  

The statement in your application should focus on:
· Candidate’s previous experience which will help in successfully undertaking the role 

· Personal skills to benefit the learning by students at David Nieper Academy.


Interviews - Candidates invited to interview will:

a. Have the opportunity to tour the academy
b. Complete a set of exercises
c. Have a formal individual interview with the selection panel. 

Link to website - Home - David Nieper Academy
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	Job title:
	Exams Officer

	School:
	David Nieper Academy

	Accountable To:
	Headteacher, Deputy Headteacher 

	Hours:
	37 hours per week – 41 weeks
Permanent, Full-time
Part time may be considered.
Term time plus insets plus 4 days during GCSE and A-Level results

	Salary Scale: 
	Grade 9 point 16-19 (£32,347 - £34,317)
Actual Salary £29,249.58 - 
£31,030.94) Pay award pending


	Closing date for applications: 
	9am Friday 11th September 2026

	Interview date:
	TBC

	Start date: 
	October 2026

	School website: 
	Home - David Nieper Academy

	Contact information: 
	Maria Barnes, CNET HR Manager 
mbarnes@christopherniepereducation.org         
Telephone: 01773 832331






	Job Purpose

	To lead the organisation, administration, and delivery of all internal and external examinations, ensuring that examination entries, timetables, invigilation arrangements, results processing, and associated administrative functions are managed accurately and effectively. The postholder will act as the primary point of contact for examination boards, staff, students, and parents, ensuring compliance with Joint Council for Qualifications (JCQ) regulations and awarding body requirements while supporting students to achieve their full potential.











MAIN DUTIES AND RESPONSIBILITIES:


In liaison with the Senior Leadership Team (SLT) operate, manage, and coordinate whole academy Examinations. Working closely with the Data Officer and Exams and Data assistant.


Examinations
· To be responsible for the smooth running and administration of all internal and public examinations and to liaise with teachers, students, parents and examination boards in respect of examination requirements, entries, results and communications, ensuring that the Academy adheres to all Awarding Bodies’ regulations.
· Liaising with the Leadership Team, Curriculum Leaders and other relevant staff regarding examination entries, coursework, and assessment procedures and protocols, and ensuring the smooth running of the examination cycle at all key stages both internal and external exams.
· Creating exams schedules for internal and external exams ensuring all relevant room bookings and liaison with relevant staff
· Downloading all relevant base data (exam boards) into SIMs Exams Management system
· Ensuring that all required information, including that for external candidates, is obtained and submitted accurately within set deadlines in relation to examination entries, changes, withdrawals, remark requests, and assessment data.  Keep up to date with all JCQ rules and regulations and deadlines
· Post results enquire processing and communicating this to departments, pupils and parents.
· All aspects of the conduct of both public and internals examinations as per examination board requirements and school policies and procedures
· Updating senior leadership with exams schedules, updating the academy website and other systems
· The processing and issuing of examination results in line with examination board requirements and academy policies and procedures
· The line management of all examination invigilators including their employment, induction, training, timesheets, rotas etc.
· Liaising with the SEND team to organise access arrangements for all students who have special education needs for exams
· Applying to JCQ for examination concessions for pupils when notified by the Assistant SENCo
· To ensure that all policies relating to internal and external examinations are up to date, approved by Governors and available on the academy website
· Keep up to date records and procedure for JCQ onsite inspection
· To establish, in liaison with Assistant Head academic, contingency plans in case of emergencies including power cuts, adverse weather conditions, transport strikes
· To ensure that data protection regulations are complied with and maintained
· To oversee and manage the exams budget, keeping up to date records
· Keep up to date with all exam requirements and changes
· To work closely with the Data Officer


Other responsibilities 
· To line manage and coordinate the work of the Exams and Data assistant in conjunction with the Data Officer.
· To work in close partnership with the Data Officer with reporting and analysis as required.
· To prepare/collate data and information for the academy prospectus and other publications as required. 
· To attend relevant meetings and training sessions as required 
· To keep abreast of developments and changes in fields relevant to the role 
· To perform other reasonable duties as required by the Headteacher.


Person Specification

	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS

	·         Relevant Level 2 qualification including Maths and English
	·         Relevant Level 3 qualification

	
	·         Relevant higher qualifications 

	SKILLS/KNOWLEDGE/EXPERIENCE

	·         Excellent communication skills both written and oral
	·         Experience of Arbor

	·         Excellent IT skills
	·         Experience of working in a school environment

	·         Appropriate level of literacy and numeracy skills
	·         Experience of working with young people

	·         Experience of examination system
	·         Experience of organising and managing others including temporary staff 

	WORK RELATED CIRCUMSTANCES

	·         Flexible approach during the exam period to ensure the effective running of all exams
	 

	
	
	

	[bookmark: RANGE!A13]PERSONAL QUALITIES
	

	·         Ability to work accurately and under pressure
	[bookmark: _Hlk75430125] 
	

	·         Calm, confident attitude
	
	

	·         Ability to communicate clearly with a customer focus with a willingness to help and advise others
	
	

	·         Ability to adapt to changing work loads
	
	

	·         Self-motivated and ability to motivate others
	
	

	·         To work within the spirit of Academy Policies on Equal opportunities, Child Protection, Health and Safety, Finance, Smoking etc.
	
	

	·         Flexible team worker
	
	

	·         Acts with pace and urgency being energetic, enthusiastic and decisive.
	
	

	·         Committed to the continuous development of self and others by keeping up to date and sharing knowledge, encouraging new ideas, seeking new opportunities and challenges, open to ideas and developing new skills
	
	

	·         Sense of humour
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