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The Examinations Assistant supports the Examinations Office by liaising with examination boards, 

the Senior Leadership Team, Heads of Department, teachers, support staff, pupils, parents/carers, 

and invigilators to ensure the smooth delivery of external examinations, internal examinations 

(including mock examinations and academic competitions) and other assessments such as university 

entrance examinations. 

 

The role contributes to the efficient operation of a high-quality examination service, encompassing 

the registration, collation, management, and certification of all examinations and assessments. 

 

Working Hours 

 

This is a part time role, working 3 days a week, Term time including INSET days (34 weeks) plus 2 

additional weeks during the Summer holidays (in August) to cover the weeks of the external 

examination results.  

 

In terms of the actual hours to be worked, you should be able to work flexibly and adapt to meet 

the changing demands of the Examinations Office throughout the academic year, with flexible use of 

hours to maximise availability during key periods, including examination preparation, the examination 

season, and results. 

 

In general, the working hours will be: 

 

• Examination periods (12 weeks) – 8.00am to 5.00pm 

 

• Non-examination periods (24 weeks) – 8.00am to 3.30pm 

 

With thirty minutes unpaid lunch 

 

In agreement with the Examinations Officer, any additional hours worked can be taken back during 

the quieter weeks in October and November. 

 

 

Remuneration 

 

The salary range for this part-time role is: £15,011.00- £16,083.00 (FTE £33,052.00 - £35,413.00),          

based upon experience. See below for details of the benefits package. 
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The Examination Department is responsible for the administration, planning, management and 

conduct of all examinations, both external and internal, ensuring all activities involved comply with 

the relevant regulations and policies. 

 

The department comprises the Examinations Officer and a bank of invigilators, and operates under 

the umbrella of the Academic Office, headed up the Deputy Head Academic. It collaborates closely 

with various internal teams to facilitate the smooth and efficient execution of examinations. 
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Person Specification: 

 

 Essential Desirable 

Education 
A well-rounded general education with 

strong literacy and numeracy skills 

Evidence of continuous professional 

development 

Experience 

Experience of using computerised 

administration systems 

 

Experience of working in an 

administrative role in a fast-paced office 

environment 

 

Good understanding of the education 

sector, particularly independent schools 

 

Experience of working within an 

examinations department 

 

Experience of managing entries and 

results through examination board 

systems 

 

Experienced in iSAMS or other school 

management information systems 

 

Skills 

Competent in Office 365, with the ability 

to quickly acquire expertise in other 

computing software 

 

Strong attention to detail and the ability 

to work to a high level of accuracy 

 

Ability to work under pressure and to 

tight deadlines 

Excellent interpersonal and 

communication skills 
  
Ability to work effectively as the member 

of a team, as well as independently 

 

Good problem-solving skills 

 

An understanding of how to handle 

sensitive data of a confidential nature, 

with all aspects of examination 

procedures 

 

Proficient in using SharePoint 
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 Essential Desirable 

Personal 

Qualities 

Flexible approach to work 

 

Self-motivated with an enthusiastic and 

positive approach 

  

Hardworking and reliable 

  

Honesty and integrity 
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Below is a summary of the key responsibilities of the Examinations 

Assistant. 

• To assist the Examinations Officer in preparing and administering external examinations in line 

with JCQ regulations, CAIE, and other awarding body rules, ensuring a consistent, secure, and 

compliant assessment process. 

• To support the preparation and administration of mock examinations (in years 11 and 13), 

academic competitions and university entrance examinations. 

• To assist with the dissemination of information regarding public examinations to staff, pupils, and 

parents, including statements of entry, timetables, and examination regulations, ensuring accurate 

and timely communication. 

• To support the examinations officer in producing student guides, examination booklets, and 

examination posters for examination venues, and ensure notices are posted on relevant pupil 

and staff noticeboards. 

• To ensure sufficient examination stationery and materials are available for all assessments, 

including question papers, answer booklets, desk cards, and other required resources, 

maintaining organised storage. 

• To support the training and briefing of invigilators, providing guidance in the absence of the 

Examinations Officer. 

• To coordinate and create the invigilation timetable, communicate examination schedules (dates, 

times, number of candidates), and assist in resolving timetable clashes with suitable arrangements 

for affected pupils, including supervision. 

• To support the daily running of examinations, ensuring all required materials are in place for the 

start of each session and that checklists, seating plans, and regulations are followed. 

• To assist with the secure collection and dispatch of completed candidates’ scripts to awarding 

bodies in accordance with regulations. 

• To be present to assist during results days, including the release of public examination results to 

students, which may involve extended hours, and support related post-results processes such as 

enquiries about results and remark requests. 

• To support the management, checking, and distribution of certificates following examinations, 

including arranging posting of uncollected certificates. 

• To liaise with the Deputy SENCo to ensure arrangements for candidates with special 

educational needs are in place and update relevant information in iSAMS. 
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https://www.bancrofts.org/about-us/employment-opportunities/

