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Grade I Point 22-26 (£33,699 - £37,280) 
37 hours per week, 40 weeks per year
£29,838 - £33,009 (actual salary)
1 Year Fixed Term – Maternity Cover

At MSSC, we believe that every student deserves the best possible environment to showcase their hard work. We are looking for a meticulous and proactive Exams Officer to join us from September 2026. This post is a 1-year fixed term contract to cover Maternity Leave.
As the Exams Officer, you won't just be managing data and timetables; you will be ensuring that every student walks into their exam feeling supported, organised, and ready to succeed.
You will take full ownership of the administration and organisation of public and internal examinations across three Key Stages. From the technical precision of SIMS data management to the leadership of our invigilation team, your work ensures the integrity and smooth delivery of our students’ most important milestones.
Precision, integrity, and strategic planning are the hallmarks of a great school. We are seeking an experienced Exams Officer to lead our examination department from September 2026.
This is a critical role that requires a unique blend of technical expertise and leadership. You will be responsible for the end-to-end delivery of the exam cycle, acting as the primary point of contact for exam boards and ensuring total compliance with national standards.
Key Responsibilities
· Lead the end-to-end administration of all public examinations (GCSE, A-Level, BTEC, etc.) and internal assessments across three Key Stages.
· Act as the primary liaison between the school and external awarding bodies, ensuring absolute compliance with JCQ (Joint Council for Qualifications) regulations.
· Coordinate the annual exam cycle, from initial entries to the successful delivery of Results Days.
· Maintain and manage the school’s Management Information System (SIMS) for all exam-related data.
· Import and manage base data from exam boards and ensure the accuracy of Unique Learner Numbers (ULN) for all students.
· Submit final entries by strict deadlines to avoid late fees and ensure student eligibility.
· Produce and distribute comprehensive exam timetables for staff, students, and parents.
· Identify and resolve complex scheduling clashes, ensuring appropriate supervision and procedures are met.
· Manage the secure receipt, storage, and distribution of examination papers and materials.
· Lead the recruitment, induction, and annual training of a professional team of external invigilators.
· Create and manage the invigilation rota, ensuring all sessions are appropriately staffed and compliant with ratio requirements.
· Monitor invigilator performance to ensure the highest standards of conduct in the exam hall.
· Oversee the download and distribution of results, ensuring a professional and supportive environment for students on Results Day.
· Manage the post-results services, including access to scripts and clerical checks.
· Liaise with SENCO over students with special arrangements, ensuring that the requirements of students with special education needs are met and applications are submitted on time for any necessary special considerations.
This job description outlines the core responsibilities and level of accountability required. To ensure operational excellence, these duties may be periodically reviewed and updated to reflect the evolving needs of the school. Any significant changes will be conducted in full consultation with the postholder.
Commitment to Safety and Inclusion The postholder is expected to maintain a proactive commitment to health, safety, and welfare, strictly adhering to school policies to ensure a secure environment for all. We require a dedicated awareness of equal opportunities, demonstrating respect and sensitivity toward the diverse physical, social, and emotional needs of our community.
General Duties You may be required to undertake additional tasks that fall within the general scope and spirit of the role as requested by leadership.
 Person Specification

	
Attribute
	
Essential
	
Desirable


	
Experience, 
Skills
& Knowledge

	· Experience in implementing or managing recording and reporting systems.
· Ability to accurately input, manage, and retrieve data from complex databases.
· Proven experience in a structured administrative role.
· Exceptional verbal and written communication skills
· High attention to detail and a commitment to data integrity and accuracy.
	· Experience of using SIMS and Go4Schools 
· Experience in supervising staff or leading a small team.
· Previous experience in a similar role within an educational setting.
· Proven ability to prioritise a heavy workload and meet tight deadlines under pressure.
· Strong understanding of the UK secondary education system and exam cycles.
· Up-to-date knowledge of current JCQ regulations.

	Education and Training
	· Level 2 qualification in English and Mathematics (Grade C/4 or equivalent).
· High level of ICT proficiency, including the Microsoft Office Suite.
· Advanced IT proficiency, particularly in Excel and database management.
	· Educated to Degree level or holds a relevant professional qualification.

	Aptitudes & Disposition

	· Highly organised
· A collaborative team player who is adaptable to changing priorities and willing to support the wider school community.
· Exceptional attention to detail and accuracy
· Ability to work flexible hours during peak exam seasons (May–June and August).
	· Thrives under pressure
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