
CANDIDATE INFORMATION

Examinations Officer



Dear Applicant,

I am delighted that you have expressed an interest in working at St Wilfrid’s Church of England 
Academy. We are seeking to appoint an enthusiastic and highly effective Examinations Officer to 
manage, coordinate and administer the external public examinations process and assist with the 
internal exams conducted within the centre.

The nature of the role requires someone who is willing to be flexible in managing their workload, 
particularly during the external exam season. As Head of Exams you will be a dedicated, calm, 
flexible and extremely well-organised individual. Previous experience of administrating exams 
in an educational setting is desirable, but not essential. You will have excellent communication, 
interpersonal and organisational skills, a keen eye for detail and accuracy and a high level of 
proficiency with database management systems. Alongside the work that comes within the role of 
Examination Officer, you will be required to contribute to the general administrative work within the 
Academy. 

If you were to be successful in your application, you would be joining an Academy which strives for 
excellence. We benefit from purpose-built accommodation with excellent facilities. All in all, it is a 
wonderful place to work, learn and worship. Our vision is ‘Lord Direct us to Live Life to the Full’, rooted 
in John 10:10. Whilst Learning, we are Inspired and develop our Values through Experiences as each 
member flourishes. We aim to raise aspirations, realise potential and develop well-rounded successful 
staff and young people.

The Academy is committed to safeguarding the welfare of its students and the successful applicant 
will be subject to an enhanced Disclosure and Barring Service certificate check, checks of the relevant 
barred/prohibition lists and also a right to work check.

We believe that it is our job to make tomorrow better than today for both students and staff. If you 
wish to support us with this, I warmly encourage you to apply for this post.

Please submit the Support Staff application form, which can be downloaded from the Academy 
website along with a letter of application of not more than two A4 sides, detailing how your 
experiences to date qualify you for the post. These should be sent to Mrs K Nightingale, PA to the 
Principal, via knightingale@saintwilfrids.com.

The closing date for the receipt of applications is 12 noon on Thursday 6th January 2022.

I look forward to receiving your application.

Yours faithfully,

 
Miss C Huddleston 
Principal
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‘‘

2

The Christian ethos at the Academy helps give 
us a sense of security and moral guidance that 

we can carry through for the rest of our life.
Olivia - Year 13

2

Lord direct us to live life to the full ‘‘
222

Type of school Mark 2 Academy Converter
Age range 11-18
Location Blackburn, Lancashire
Denomination Church of England Diocese

of Blackburn
Co-education or single sex Mixed
Number of students 1519
Attendance (2018/19) 95.9%
Number of staff 103 Teaching

44 Support

% of PP students 24.4%
% of students with State-
ment of education, health 
and care (EHC) plan

2%

% of students with EAL 13.4%
GCSE Results 2019

English % 4 - 9
Maths % 4 - 9
English and Maths % 4 - 9
Progress 8 Score
Attainment 8 Score

89.4%
80%
78.7%
+0.51 (well above average)
53.1

KEY FACTS AND STATISTICS

We have not included the 2020 or 2021 data as these were centre assessed grades.
However, student performance in both of these years was equally strong.



Main Purpose
The Examinations Officer is responsible for the organisation and smooth running of external 
examinations. They will also support the Assistant Principal with the internal examinations that 
take place within the Academy and the Office Manager with general administrative work. The 
Examinations Officer will be the primary liaison between the Academy and external examination 
bodies. They will be familiar with the requirements and regulations placed on centres by both 
awarding bodies and the Joint Council for Qualifications (JCQ), and will ensure that the Academy is 
compliant with these before, during, and after the examination periods.

1 Planning and Organisation

1.1 Understand the regulations and 
requirements of all examinations held by the 
Academy, both internal and external

1.2 Comply with all JCQ and awarding body 
regulations and keep up to date with any 
changes to these

1.3 Effectively use JCQ and awarding body 
online tools where required, oversee (as the 
main administrator) and manage appropriate 
access rights for relevant internal stakeholders

1.4 Manage arrangements for the safe and 
secure receipt, checking and storing of 
examination papers and materials

1.5 Contribute to the creation, review and 
update of examination-related Academy 
policies

1.6 Work with the SENDCo to ensure 
appropriate access arrangements and 
reasonable adjustments for appropriate 
students are in place

1.7 Manage the registration of candidates for 
courses as necessray

1.8 Work with the finance staff to ensure all 
examination fees are paid, as necessary

1.9 Communicate clear internal deadlines and 
processes for gathering/sharing exam-related 
information from/with relevant internal 
stakeholders

1.10 Work with key staff to brief candidates/
staff/parents/carers on examination regulations 
and requirements

1.11 Ensure the information on the Academy’s 
website relating to exams is up to date

1.12 Actively support the Head of Centre in 

co-operating with the JCQ Centre Inspection 
Service, an awarding body or a regulatory 
authority when subject to an inspection, an 
investigation or an unannounced visit

1.13 Annually confirm the information required 
by the National Centre Number Register (as 
administered by OCR on behalf of the JCQ)

1.14 Liaise with the relevant internal 
stakeholders to ensure final entries/
registrations that have been submitted to 
an awarding body are regularly monitored, 
submitting timely changes (amendments/
withdrawals) so that candidates take the 
correct papers at the correct time ensuring the 
awarding bodies can deliver accurate results to 
the centre

2 Exam Management

2.1 Recruit, train and manage invigilators as 
required

2.2 Ensure students and staff exhibit the 
appropriate conduct during examination 
sessions, in line with requirements and 
regulations from awarding bodies and the JCQ

2.3 Manage the logistics for external 
examination sessions, including timetabling, 
room booking, resources and staffing

2.4 Ensure students are given their personal 
exam timetables, managing and resolving 

Job Title:
Examinations Officer

Reporting to:
Senior Assistant Principal – Raising Standards Leader

Salary:
NJC 16-20 £24,012 - £25,991 pro rata (£21,075 - £22,812)

Contract:
Full Time - Term time plus 2 weeks
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clashes in accordance with the guidance and 
safeguarding procedures

2.5 Carry out the necessary administrative 
tasks related to the organisation of external 
examinations

2.6 Manage unexpected issues or emergencies 
that arise during an examination session

2.7 Submit reports to examining bodies, as 
required

3 Results and Data 
Management

3.1 Work closely with the Senior Leadership 
Team so that exam results are distributed in 
a timely, effective manner on the allocated 
results’ days

3.2 Ensure results are received by the Academy 
in a secure and confidential way

3.3 Be familiar with data analysis reports and 
tools, and be able to share results data with 
stakeholders as appropriate

3.4 Arrange the receipt and distribution of the 
examination certificates to candidates

3.5 Manage the retention of results and the 
confidential storage of certificates for the 
Academy’s records

3.6 Deal with enquiries relating to results and 
certificates in a timely manner 

4
Developing Oneself and 
Working with Others

4.1 Manage one’s own workload and that of 
others to allow an appropriate work life balance 

4.2 Actively take part in the Academy’s Staff 
Appraisal Process 

4.3 Undertake personal development and 
improve one’s own practice through training 
and CPD (as appropriate for the role)

4.4 Be familiar with training on offer for other 
members of staff involved in examinations (e.g. 
invigilators), signposting this where appropriate 

4.5 Work as part of a team and support the 
roles of other staff

5 Wider Responsibilities

5.1 Actively support and promote the Christian 
ethos of the Academy 

5.2 Be aware of, and comply with, policies 
relating to Child Protection, Health and Safety, 
Confidentiality and Data Protection, reporting 
all concerns to a nominated person 

5.3 Assist with the Academy’s internal audit 

procedures and Health and Safety checks 

5.4 Support the Office Manager by undertaking 
general administrative work within the 
Academy

5.5 Engage in the Academy’s procedures for 
quality assurance and self-evaluation 

5.6 Contribute to the overall work and ethos of 
the Academy 

5.7 Attend and participate in meetings as 
required 

5.8 Assist with the supervision of students out 
of lesson time when required by carrying out 
break/lunchtime duties 

5.9 Accompany teaching staff and students on 
visits, trips and out of Academy activities as 
required and take responsibility for a group 
under the supervision of a teacher

5.10 Actively promote the Academy in the 
Community 

5.11 Contribute to the wider life of the Academy 
e.g. House System 

5.12 Foster positive, professional relationships 
with staff and students 

5.13 Be professional at all times with regards to 
appearance and behaviour 

5.14 Be committed to the safeguarding of 
children and young people

5.15 Treat people fairly, equitably, with dignity 
and respect, to create and maintain a positive 
culture within the Academy

- - - - - - - - - - - - - - -

Employees will be expected to comply with 
any reasonable request from a manager 
to undertake work of a similar level that is 
not specified in this job description.

Employees are expected to be courteous 
to colleagues and provide a welcoming 
environment to visitors and telephone 
callers.

The Academy will endeavour to make 
any necessary reasonable adjustments 
to the job and the working environment 
to enable access to employment 
opportunities for disabled job applicants 
or continued employment for any 
employee who develops a disabling 
condition.

This job description is current at the date 
shown, but, in consultation with you, may 
be changed by the Principal.
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Person Specification
This person specification lists the requirements which are necessary to do this job and how these 
will be assessed (Application - A, Interview - I and References - R).

In the application and supporting statement, the applicant should state clearly how they meet the 
requirements being assessed by APPLICATION. The panel will reach a decision on whether or not 
to short-list the applicant based on the information that is provided in BOTH the application form 
and the statement.

St Wilfrid’s Academy is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment.

Candidates will be shortlisted against the person specification for the post.
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CRITERIA ESSENTIAL / 
DESIRABLE A / I / R

QUALIFICATIONS AND TRAINING

5 good GCSEs (or equivalent) including English and Mathematics E A
An ability to pass a DBS check (non-negotiable) E A
A-Levels or evidence of Higher Education D A
NVQ Level 3 qualification or equivalent (relevant to post) D A

EXPERIENCE - The successful candidate will:

Be able to work effectively within a team E A / I / R
Have experience of working under pressure to deadlines E A / I / R
Be competent in working with technology E A / I / R
Have experience of administrative work E A / I / R
Have experience of managing the administration of 
examinations 

D A / I / R

Have experience of managing other members of staff, such as 
invigilators

D A / I / R

Have experience of working with awarding bodies and regulatory 
organisations, e.g. JCQ

D A / I / R

Have experience of working with data sets D A / I / R
Have experience of using a management information system 
(MIS)

D A / I / R

SKILLS AND ATTRIBUTES

Be able to relate to students and parents/carers E A / I / R
Show an ability to follow policies and procedures set by the 
school and external agencies

E A / I / R

Have good communication, numeracy and literacy skills E A / I / R
Have good IT skills, particularly in the use of Microsoft packages E A / I / R
Have a commitment to professional development E A / I / R
Have excellent organisational and time management skills E A / I / R
Have a First Aid certificate or be willing to undergo training to 
achieve this

D A / I / R

PERSONAL QUALITIES

Be able to actively support and promote the Christian Ethos of 
the Academy

E A / I / R

Have the ability to establish good working relationships with staff 
and other stakeholders

E A / I / R



6

Have the ability to form and maintain appropriate relationships 
and personal boundaries with students

E A / I / R

Be willing to undergo training as necessary E A / I / R
Have energy, ambition and enthusiasm for oneself and the 
students in your care

E A / I / R

Have a commitment to an inclusive ethos with the belief that 
‘every student counts’

E I / R

Be flexible with an ability to respond to changing demands E A / I / R
Have a commitment to making a difference with a positive ‘can 
do’ outlook

E I / R

Be adaptable and resilient E I / R
Be proactive in supporting colleagues E A / I
Possess a good sense of humour E I
Be professional in relation to conduct, appearance, punctuality 
and attendance

E A / I / R

Be willing to attend relevant CPD and support the CPD of others E A / I

Prepared on: 3/12/2021                                                                By: CH / KC


