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JOB APPLICATION PACK
EXAMS OFFICER


Salary: 
£31,415 (FTE £34,434) - £33,175 (FTE £36,363)
Contract: Permanent 
Closing Date: 06 July 2026
Start Date: 01 September
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Post: Exams Officer
Department/Faculty: Exams
Responsible to: Senior Deputy Principal




Key responsibilities


· Lead the planning, coordination, and administration of all examination processes, including both external exams (in line with JCQ and awarding body regulations) and internal examination series
· Develop and maintain efficient systems to manage exam operations, deadlines, and compliance requirements
· Manage candidate registrations, entries, amendments, and withdrawals accurately and within required timelines
· Oversee the secure handling, storage, and distribution of confidential exam materials in accordance with regulations
· Recruit, train, and manage invigilators to ensure the proper conduct of examinations
· Plan and coordinate exam timetables, rooming, seating, and access arrangements, including support for SEND students
· Coordinate the release of results and manage post-results services, including reviews, appeals, and candidate support
· Maintain accurate records and manage examination certificates in line with regulatory requirements
· Contribute to the development and review of exam policies, procedures, and annual planning documentation















· Support inspections, audits, and compliance checks, ensuring continuous improvement and adherence to best practice
· Manage the collection, submission, and moderation of coursework and controlled assessment marks
· Undertake any other duties commensurate with the grade and responsibilities of the role
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	Essential
	Desirable

	Education and Training
	· Good standard of education (e.g. GCSEs or equivalent including English and Maths)
· Commitment to undertake relevant training and continuous professional development

	· Relevant administrative or examinations qualifications/training (e.g. Exams Officer training)

	Experience and Knowledge
	· Experience of working in an administrative or school-based environment  
· Knowledge of, or ability to quickly acquire knowledge of, JCQ regulations and awarding body requirements
· Experience of managing data accurately and working to strict deadlines
· Understanding of safeguarding, confidentiality, and data protection requirements

	· Previous experience working in an examinations office or similar role
· Familiarity with a school Management Information System (MIS) and awarding body systems
· Experience of managing staff or coordinating teams (e.g. invigilators)


	Skills and Abilities
	· Excellent organisational and time management skills with the ability to manage multiple deadlines  
· Strong attention to detail and high levels of accuracy
· Effective communication and interpersonal skills with a range of stakeholders
· Ability to prioritise workload and work under pressure, particularly during peak exam periods 
· Strong IT skills, including use of databases and online systems 
· Ability to work independently and as part of a team 
· Problem-solving skills and the ability to respond to unexpected issues calmly and effectively 
	· Ability to lead and manage a team effectively  
· Confidence in analysing and interpreting data (e.g. exam results and reports)
· Experience of training or briefing staff or students
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How to apply

Candidates should apply for this role through our website. Wherever possible, please provide email addresses for your referees.

The closing date for applications is 06 July 2026 at midnight.

If this post attracts sufficient interest before the closing date, we may decide to close and interview this vacancy at an earlier date, so an early application is advised.

Interview

Interviews will take place on w/c 13th July. If you have not heard from us within two weeks of the closing date, please assume that unfortunately, on this occasion, your application has not been successful.

Safeguarding

Greenwood Academies Trust is committed to safeguarding and promoting the welfare of children and young people and we expect all staff and volunteers to share this commitment.

GDPR

All adults employed by the trust have a responsibility for data protection and have a duty to observe and follow the principles of the GDPR Regulations.

Child Protection statement

We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and we expect all staff to share this commitment. All posts will be subject to receipt of satisfactory enhanced DBS disclosure, medical and reference checks. All pre-employment checks are in line with "Keeping Children Safe in Education”.

Equal opportunities 

Greenwood Academies Trust welcomes applications from all, irrespective of gender, marital status, disability, race, age or sexual orientation.

All applicants must be able to provide evidence of their Right to Work in the UK prior to commencement of employment. As part of our need to comply with UK immigration rules, you will be required to provide Home Office stipulated documentation prior to interview.
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