
 
 
JOB DESCRIPTION 
 
JOB TITLE:   Exams Manager 
HOURS: 37 hours per week/42 weeks per year/Start time 7.30am (during 

Exam periods) 8.00am otherwise.  
GRADE   Single Status 8 
RESONSIBLE TO:  Senior Leadership Team (SLT) and Business Manager 
 
EXAMS MANAGER 
 
Main purpose of the role: 
To take a lead role and maintain responsibility for the management, organisation and 
administration of all aspects of internal and external examinations in accordance with the 
regulations laid down by the awarding bodies. 

 
To ensure the highest levels of organisational support for each student in external and  
internal examinations through the submission of accurate information for all examinations.  
  
To comply with the Examining Awarding Bodies’ regulations.  
 
Responsibilities: 
Manage the overall running of external and internal examinations ensuring compliance with 
regulations, ensuring that all examination entries submitted to awarding bodies are accurate and 
within deadlines. 
 
To comprehensively and accurately check all entries for external examinations to awarding bodies 
in advance of deadlines. 
 
Responsible for the recruitment, training and management of the Exams team and all Invigilators 
employed. 
 
Communicate regularly with all staff, e.g. Directors of Learning regarding examining boards, codes, 
entries, exam components etc. to ensure that an audit trail is maintained, and deadlines are met.  
Ensure appropriate access arrangements, supporting considerations including the setting up of 
exam rooms.   
 
Manage, co-ordinate and reconcile the exam budget, monitoring the exam expenditure as 
necessary. 
 
Ensure that costs of retakes etc are reimbursed by candidates/departments, if appropriate. 
 
To disseminate information, answer enquiries and deal with complaints regarding examinations, 
with staff; students and parents/carers as/when required. 
 
To converse with appropriate staff where potential malpractice incidents have occurred, including 
reporting and recording of said incidents. 
 
 
 
 



To be the point of contact for awarding body inspections at the school, ensuring they are fully 
supported on their regular visits. 

 
To ensure that security arrangements concerning examinations papers and results are strictly 
enforced according to Joint Council for Qualifications requirements.  
 
Must be in attendance at the school on the days when exam results are notified. 
 
To manage the distribution of results to candidates. 
 
To manage and oversee the process for enquiries about results (EARS) and requests for return of 
scripts. 
 
To attend and represent the School, at awarding body training events and meetings as required. 
 
To remain up to date with the latest statutory procedures and regulations for all examinations. 
 
Keeping up to date with the requirements of the role. 
 
ADDITIONAL DUTIES AND RESPONSIBILITIES NOT RELATED TO THE ABOVE 
 
PA Support to the Deputy Head, which may include supporting with Timetabling, and 
inputting of the school timetable, using NOVA-T software.  
 
Support for SLT and SIMS Data Manager in respect of 4Matrix software.   
 
Providing Administrative support to the Professional Tutor responsible for the School Direct 
scheme, this will involve (but may not be limited to): 
 

 Collating school direct placements for the Eastbourne School Direct Alliance at meetings 
with Professional Tutors in charge of School Direct 

 Applying for placements through NCTL via their website and inform schools of outcomes 

 Set up UCAS places and profiles on their website for each placement, and on relevant 
school’s website 

 Liaise with schools within the Alliance and Universities to arrange interviews for applicants 

 Answer all enquiries concerning School Direct from applicants and schools 
 
GENERAL: 
 
To ensure the security of data and conformity with the Data Protection Act. 
 
Contribute to the overall ethos/work/aims of the school. 
 
To take part in training activities offered to further professional knowledge and development. 
 
Committed to the safeguarding of children and the promotion of their welfare within the school. 
 
To carry out the above duties in accordance with the County Council’s Equal Opportunities policy. 
 
To perform such other tasks as may reasonably be required by SLT/ Business Manager. 
 
The post holder should be aware of and comply with all school policies and procedures relating to 
child protection, health, safety and security, confidentiality and data protection, reporting all 
concerns to an appropriate person. 
 
 
 



 
This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary 
from time to time without changing the general character of the duties or the level of responsibility 
entailed.  Such variations are a common occurrence and cannot of themselves justify a 
reconsideration of the grading of the post.  The school reserves the right to change or up-date this 
job description and/ or the place of work after consultation with the job holder. 
 
 
SIGNATURE OF JOB HOLDER:      DATE: 
 
 
 
SIGNATURE OF LINE MANAGER:      DATE: 
 
 
 

  



 
 
PERSON SPECIFICATION 
WILLINGDON COMMUNITY SCHOOL 

 
 

JOB TITLE:   Exams Manager 
RESONSIBLE TO:  SLT and Business Manager 

 
This person specification lists the qualifications, experience, knowledge, skills, abilities and personal qualities 
of the person required to undertake the post.   It will be used by the school to assist in drawing up a shortlist 
of candidates for interview, and during the interview/selection process.  Applicants should provide evidence 
to demonstrate their suitability for the position and how they meet the requirements of the person 
specification in the application form and any supporting statement. 
 

 Essential Desirable 
 
Job Experience 
and knowledge 
 

 
 Good level of literacy and numeracy to include 

GCSE or equivalent in English Language and 
Maths at grade C or above 

 Educated to level 3 or equivalent 
 Good level of IT skills including the ability to 

operate a management system 
 Knowledge of working within budget 
 Experience of Exams within schools 
 Recent experience in a supervisory role 
 An understanding of child protection and its 

importance within the school 
 

 
 Willingness to undertake further 

professional qualification 
 Experience of working within an 

educational setting 
 Experience of using SIMs system 
 Experience of budget monitoring 

and account reconciliation 
 Experience of using NOVA T 

timetabling and 4Matrix software 
 

 
Skills/Abilities& 
Competencies 
 

 
 Excellent communication skills 
 Excellent spreadsheet and database skills 
 Meticulous approach with demanding 

administrative tasks 
 Excellent organisational skills and ability to 

work to a high degree of accuracy 
 Ability to work effectively and supportively 
 Ability to work both independently and as part 

of a team 
 Ability to work under pressure and to tight 

deadlines, understanding priorities and 
managing workload affectively 

 Ability to negotiate ‘best value’ with associates 
 Able to interpret complex information 

regarding statutory requirements for 
examinations, including the dissemination of 
this information to a range of different users 

 Experience of managing staff and demonstrate  
an effective ability to co-ordinate staff 

 Experience of recruiting and inducting team 
members. 

 Experience in delivering information to groups 
of staff. 

 Ability to work within and apply all school 
policies e.g. behaviour management, child 
protection, Health & Safety, Equal 
Opportunities 

 
 Experience of managing a large 

group of staff 
 Ability to analyse and interpret 

complex information and make 
recommendations, to all levels of 
school staff. 

 



 
Personal 
Attributes 
 

 Patient and calm manner with resilience to 
competing pressures 

 Ability to employ sensitivity and diplomacy in 
respect of allocating duties 

 Ability to use discretion and willingness to 
maintain confidentiality on all school matters 

 Self-motivational and a keen eye to detail 
 Ability to use initiative with a proactive 

approach 
 Willingness to undertake relevant professional 

development 
 Flexibility and willingness to meet the needs 

and requirements of the role. 
 

 
 

 


