
 
 
 

Post: Examinations Officer   
 

Reporting to:  1. Academic Deputy Head 
2. Headmaster 

Prior Park Schools 

Prior Park Schools is a family of Christian schools based in Bath and Gibraltar. Together, the 
Schools offer education for pupils aged between 3 and 18. Since the establishment of Prior 
Park College in 1830, the family has grown, with The Paragon School joining in 2006, and 
Prior Park School Gibraltar being opened by Prior Park Schools in 2016.  
 
The Schools’ Mission is to steward a thriving family of communities with love for the young 
people they serve at their heart. These vibrant communities cultivate creativity, foster 
integrity, and transform lives.  
 
Across three sites, the Schools educate over 1100 young people of all faiths and none. The 
values underpinning the Mission and the Schools’ educational offerings are Curiosity, 
Generosity, and Courage. The Schools believe that quality education changes lives and that 
outstanding schools are engines for positive social transformation.  
 
Our Schools provide excellent teaching, equipping our young people to leave for a variety 
of exciting destinations. The success of what the Schools do in the classroom is intertwined 
with their co-curricular offerings. The young people undertake a wide variety of activities, 
which, in addition to being fun, challenge them to persevere to succeed. We work together 
imaginatively and courageously to hone the skills our young people need to forge their place 
in the world.  
 
Prior Park Schools (PPS) have long been renowned for the quality of their pastoral care. 
Grounded in the love that sits at the centre of our Mission, our pastoral ethos allows young 
people to feel safe and secure to challenge themselves, to learn who they want to be, and 
to discover the difference they want to make.  
 
Each of the Schools’ Heads are supported by a Leadership Team, who together lead the day 
to-day educational business of their respective schools. The Board of Trustees provides 
governance and support for the Heads and their schools via a number of Advisory 
Committees which include Local Boards for each of the schools, the Finance, Audit, 
Investment & Risk Committee (FAIR), an Education Committee and Safeguarding oversight.  
 
The Executive management of the schools is devolved to the Prior Executive Board (PEB) 
which comprises the Heads of each constituent school and Chief Operating Officer. The PEB 
drives the strategic development of PPS, ensuring that it is on track to deliver its Vision and 
thereby remains a market leader in independent education. 
 

 



 
 

The Post  

This is an exciting opportunity to contribute to the outcomes of our GCSE and GCE students 
in beautiful and inspirational surroundings.  The post is a full-time position and would suit 
a person with experience of working in a secondary school environment.  Whilst past 
experience of secondary school examinations would be preferable, work shadowing and 
training can be provided.  The purpose of this position is to conduct examinations in 
accordance with the Joint Council for Qualifications (JCQ), awarding body and Prior Park 
School Gibraltar School instructions.  
 

Personal and Professional Specification  

The ideal candidate will display the following attributes:  
• Commitment to high standards and expectations   
• Commitment to working within the School’s Safeguarding Policy and Procedures   
• Developing and maintaining good relationships with colleagues   
• Excellent organisational skills   
• Excellent communication skills   
• Able to work constructively individually, and as part of a team A flexible approach 

to work   
• Ability to work under pressure   
• Accuracy and attention to details   
• Ability to work on own initiative and problem-solve   
• Ability to relate to candidates yet maintain an air of authority   
• Effective oral and written skills   
• Ability to work to predetermined instructions   
• Ability to keep calm under pressure or during unexpected circumstances   
• Ability to be firm but fair at all times  

  
Desirable  

• Successful experience of working within a secondary school  
  

The Role 

• To be responsible for managing the effective and efficient administration of external 
examinations in accordance with the Joint Council for Qualifications (JCQ) 
regulations (on behalf of the JCQ member awarding bodies1) and/or awarding body 
rules for exams administration in a consistent and secure fashion, thereby helping to 
maintain the integrity of the assessment process  

• To support the Head of centre in ensuring that the centre is compliant with the JCQ 
regulations and awarding body requirements in order to ensure the security and 
integrity of the examinations/assessments at all times  

• To act on behalf of, and be the main point of contact for, the centre in matters 
relating to the general administration of awarding body examinations and 
assessments  



 
 

• To closely liaise with key stakeholders (external and internal) to ensure exams 
administration processes are strictly followed and key deadlines met  

• To ensure examinations are conducted in accordance with the regulations  
• Through taking an ethical approach and working proactively to avoid malpractice 

among students and staff, supports the head of centre in taking all reasonable steps 
to prevent the occurrence of any malpractice/maladministration before, during the 
course of and after examinations have taken place  

 

Main duties and responsibilities   

Before examinations  
 
Planning  

• Maintain and develop systems to manage and coordinate all aspects of the exams 
administration process  

• Research and understand qualifications and how they are assessed  
• Identify and access relevant support available from external stakeholders (Awarding 

bodies/JCQ/Network group/The Exams Office etc.)  
• Comply with JCQ and awarding body regulations, guidance and instructions and keep 

abreast of developments/changes/updates  
• Effectively use JCQ and awarding body online tools where required (e.g the Centre 

Admin Portal (CAP), secure extranet sites)  
• Oversee (as the main administrator) and manage appropriate access rights for 

relevant internal stakeholders using JCQ and awarding body online tools  
• Manage own time effectively to ensure key tasks are undertaken and external key 

dates and deadlines are met (Achieved by creating and working to an annual exams 
plan)  

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

• Brief candidates/staff/parents/carers on examination regulations and requirements  
• 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  

• Annually confirm the information required by the National Centre Number Register 
(as administered by OCR on behalf of the JCQ) and informs of any changes to centre 
status  

• Manage arrangements to receive, check and store confidential question papers and 
examination material safely and securely at all times and for as long as required in 
accordance with the regulations  

• Support the head of centre in managing potential conflicts of interest by informing 
the awarding bodies to timescale for each examination series and recording the 
measures taken to mitigate any potential risk to the integrity of the qualifications 
affected  

• Contribute to the creation/review/update of exam-related policies/procedures as 
required by the regulations and accurately reflect working practices in the centre   



 
 

• Support the Special Educational Needs Coordinator (SENCo) (or equivalent role) in 
implementing examination access arrangements and reasonable adjustments for 
eligible candidates (processing approval applications and requesting modified papers 
by the published deadlines)  

 
Entries  

• Observe the awarding bodies’ published terms, conditions and processes for the 
registration or entry and withdrawal of candidates for their 
examinations/assessments   

• Register or enter candidates for an examination or assessment in accordance with 
the awarding bodies’ published procedures and published deadline for that 
qualification  

• Implement processes and liaise with relevant internal stakeholders to gather correct 
entry information to internal deadlines implementing strategies to avoid late (or 
other penalty) fees  

• Maintain required identifiers for each candidate entered for an 
examination/assessment and enter candidates who are on roll at the centre as 
internal candidates  

• Verify the identity of all students that are entered for examinations/assessments  
• Effectively use internal and external IT systems to submit and manage awarding body 

registration and entry data  
• Liaise with Finance to ensure fees are paid as instructed and at the time specified 

by the awarding bodies  
• Submit any applications for transferred candidate arrangements in accordance with 

the awarding body requirements  
• Liaise with relevant internal stakeholders to ensure final entries/registrations that 

have been submitted to an awarding body are regularly monitored, submitting timely 
changes (amendments/withdrawals) to ensure candidates take the correct papers at 
the correct time and enabling awarding bodies’ to deliver accurate results to the 
centre  

 
Pre-exams  

• Recruit, train, update and manage a team of invigilators  
• Manage the arrangements for the timetabling, rooming, seating, resourcing and 

invigilation of examinations in accordance with the regulations  
• Effectively resolve exam timetable clashes and manage overnight supervision 

arrangements (where arrangements may be required after all other options have 
been explored) in accordance with the regulations  

• Ensure all candidates are notified of their examination entries and the dates and 
times of their examinations/assessments in accordance with the regulations  

• Ensure all candidates are aware of the JCQ and awarding body information and 
regulations regarding the conduct of their examinations/assessments in advance of 
these taking place  

• Confirm relevant internal stakeholders complete administrative tasks associated 
with centre assessed work in an accurate and timely manner in accordance with the 
requirements of awarding bodies and moderators  

• Support the Special Educational Needs Coordinator (SENCo) (or equivalent role) in 
implementing examination access arrangements or reasonable adjustments for 



 
 

eligible candidates (appropriate arrangements for rooming, resourcing, facilitation, 
invigilation etc.)  

• Effectively manage arrangements for the secure storage and dispatch of examination 
scripts for marking  

 
During examinations  
 
Exam time  

• Effectively manage the conduct of examinations in accordance with JCQ regulations 
and/or awarding body rules  

• Ensure all exam accommodation is prepared in accordance with the requirements   
• Inform the JCQ Centre Inspection Service of any alternative site that may be used by 

the centre to conduct timetabled examinations  
• Effectively deploy fully trained invigilators to exam rooms according to the 

requirements  
• Manage unexpected issues/irregularities which may affect the conduct of 

examinations  
• Support the head of centre in investigating and reporting cases of suspected or actual 

malpractice in connection with an examination as required by the JCQ and awarding 
bodies  

• Manage emergency access arrangements for eligible candidates as the need may 
arise during exam time  

• Maintain the confidentiality and security of candidates’ responses and dispatch 
scripts according to the requirements  

• Submit to the published timescales, relevant follow-up reporting to awarding bodies’ 
in relation to the very late arrival of candidates for examinations and applications 
for special consideration where candidates meet the published criteria  

 
After examinations  
 
Results and Post-Results  

• Ensure candidates and relevant internal stakeholders are aware of processes, key 
dates and deadlines in relation to the issue of results and the arrangements for post-
results services  

• Plan, prepare for, and manage the restricted release of results and the distribution 
of provisional statements of results in accordance with JCQ regulations and/or 
awarding body rules  

• Effectively use internal and external IT systems to access and manage awarding body 
results information  

• Understand awarding body results indicators and provide support for relevant 
internal stakeholders in accessing results reports/analysis tools   

• Effectively use external IT systems to administer post-results services in accordance 
with the regulations to the published deadlines  

• Manage and administer the receipt, distribution and retention of examination 
certificates according to the regulations  
 

Other  
• Undertake training, update or review sessions as required  



 
 

• Undertake other duties appropriate to the grade and responsibilities of the role as 
may be required by the head of centre/SLT responsible for examinations, for 
example:  

• the preparation for and conduct of internal examinations under external examination 
conditions  

• other exams-related administrative tasks  
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Professional Responsibilities and Wider Contribution 

• To actively promote school policies and procedures   
• To be responsible for own continued professional development   
• To comply with the school’s Health & Safety policy and undertake risk assessments 

as appropriate   
• To be courteous to colleagues, visitors and telephone callers and provide a 

welcoming environment   
• To adhere to the School’s Safeguarding Policy.  

 
 
 Essential Desirable 
Qualification • Minimum of 5 GCSEs including English 

and Maths at Grade C or above or 
equivalent  

• Level 3 or higher 
qualifications  

• Evidence of recent 
and relevant training  
 

Experience  
 
 
 

• Can demonstrate in their current 
role, the capacity to work effectively 
with a range of people at a 
professional level  

• Is able to work independently and 
autonomously as well as within a 
team  

 

• Has experience of how 
schools are organised 
and managed 

Knowledge 
 
 
 

• Knowledge of UK exam system 
 

• Previous experience as 
exams officer 

• Understanding of data 
management systems 

• Understanding of 
GDPR 

Skills and 
competences 
 
 
 

 
• Strong level of ICT skills  
• Anticipate problems, develop 

creative solutions  
• Set and achieve ambitious, 

challenging goals and targets for self  

 



 
 

• Has the ability to communicate 
effectively with a wide range of 
different people and organisations  

• Prioritise, plan and organise self  
• Is highly organised with meticulous 

attention to detail  
• Prepared to undertake professional 

training as necessary to carry out 
effectively  

• Can maintain issues of confidentiality 
in the working environment   
 

 
 

Salary 

Prior Park School operates its own pay scale. The salary will be according to experience.   
Teachers will be entitled to be members of a teachers’ pension scheme. 

Child Protection 

All staff employed by Prior Park Educational Trust must committed to safeguarding and 
promoting the welfare of children and young people across our 3-18 Trust, both in and out 
of our Schools. All staff are expected to adhere to and always ensure compliance with the 
Trust’s Child Protection Policy Statement. Applicants must be willing to undergo child 
protection screening appropriate to the post, including checks with past employers and the 
Disclosure and Barring Service.  

Data Protection 

In the course of employment at Prior Park Educational Trust, staff may have access to 
confidential information relating to pupils and their families and are required to exercise 
consideration in the way they use such information. Staff should not act in any way which 
might be prejudicial to the interests of any school within the Trust. Information which may 
be included in the category covers both the general business of the school and information 
regarding specific individuals. A strict code of confidentiality must always be adhered 
to. The Trust’s schools operate under the Data Protection Act 2018 and implements policies 
that meet General Data Protection Regulations (GDPR). Staff must not at any time use the 
personal data held by the school or disclose such data to a third person. 
 
Special Working Conditions  
Prior Park Schools operates a policy under which smoking, including e-cigarettes or vaping, 
is not permitted anywhere onsite.  

 

 



 
 

 


