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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title:	Exams Officer
Salary:	Band SO1, SCP 23 to 25
Hours of Work:	35 hours per week, TTO plus 15 days
Post Status:	Permanent 
Disclosure level:	Enhanced
Responsible to:	Data and Exams Manager
Responsible for:	Exam Invigilators

Role Overview
The Exam Officer manages all aspects of the school’s examination process, including entries, timetables, secure papers, results, and compliance with regulations. The role involves coordinating and training invigilators, liaising with staff and external agencies, managing resources and budgets, and producing accurate reports. Strong organisational skills, attention to detail, and initiative are essential to maintain efficient exam systems and support student achievement

Responsibilities
· Process exam entries accurately and on time
· Prepare exam timetables, seating plans, and candidate registers
· Ensure secure storage and handling of exam papers
· Organise exam rooms and coordinate bookings
· Manage return of scripts and coursework
· Assist with results processing and analysis
· Set up and manage all exams
· Ensure compliance with exam board regulations and malpractice policies
· Recruit, train, manage, and coordinate exam invigilators to ensure all exams are adequately staffed
· Liaise with agencies 
· Develop and maintain robust exam systems and procedures
· Monitor and report on exam costs and budgets
· Complete and submit statutory returns and forms (e.g. DfE)
· Maintain accurate records and information systems
· Provide advice and guidance on exam-related issues
· Work closely with SLT, staff, and external agencies
· Provide complex administrative and advisory support, including detailed reports and respond to correspondence
· Uphold school values and act as a role model for students
· Maintain confidentiality and comply with Data Protection regulations
· Participate in team meetings and duties schedule
· Take proactive steps to improve exam processes and resolve issues swiftly
· Manage resources and conduct regular audits

PERSON SPECIFICATION – Exams Officer
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Good general education (minimum GCSEs in English and Maths or equivalent)
	*
	
	A/I

	Knowledge of JCQ and exam board regulations
	*
	
	A/I

	Understanding of Data Protection and confidentiality requirement
	*
	
	I

	Knowledge of Bromcom or other school MIS systems
	
	*
	A/I

	Qualification in administration or exams management
	
	*
	C

	
	
	
	

	
	
	
	

	EXPERIENCE
	
	
	

	Experience of working in an educational setting
	*
	
	A/R

	Previous experience in exams administration
	*
	
	A/I

	Experience in managing staff or teams (e.g., invigilators)
	*
	
	A/I

	Experience in budget monitoring and resource management
	*
	
	A/I

	Experience in producing reports and handling data analysis
	*
	
	A/I

	
	
	
	

	
	
	
	

	SKILLS 
	
	
	

	Excellent organisational and time management skills
	*
	
	I/R

	High attention to detail and accuracy
	*
	
	I

	Ability to work under pressure and meet strict deadlines
	*
	
	I

	Strong IT skills (Microsoft Office, spreadsheets, databases)
	*
	
	A/I

	Effective communication and interpersonal skills
	*
	
	I

	Ability to maintain confidentiality and integrity
	*
	
	I/R

	Problem-solving and initiative-taking
	*
	
	I

	Ability to train and coordinate staff effectively
	*
	
	I

	
	
	
	

	
	
	
	

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Flexible and adaptable approach to work
	*
	
	I

	Willingness to work additional hours during peak exam periods
	*
	
	I

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I

	
	
	
	



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.



[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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