
St. Leonard’s Catholic School 

 

Job Description 

 

Examinations Officer 

 

Job Title Examinations Officer 

 

Grade Scale 8 

 

Hours of Duty 37 hours per week 

 

Postholder  

Contract Status Permanent Full Time 

 

It is important that the postholder will be in school on the public 

examinations results days to carry out administrative duties on these 

days. We require some flexibility on timing as there may be occasions 

when an examination will need setting up for an early start or on some 

occasions when an exam may overrun and it is expected that the 

postholder will be available for duty to meet these specific 

requirements. 

 

Responsible to:  Responsible to the Senior Leadership Team link for the effective and 

efficient day-to-day management of the examination procedures, 

general administration, and communications.   

 Responsible to the School Timetabler to provide administrative 
support by inputting timetable data into the school’s SIMS system, 

producing timetables for pupils in Years 7-11.   

Principal Function  The role requires professional confidence, efficiency and 

effectiveness in dealing with the administration needs of public 

examinations at KS3, KS4 and KS5 as well as mocks and internal 

examinations.  

 The role and systems may develop with the passage of time and 

therefore requires an ability to adapt to any new innovations in 

response to the changing environment. 

 To ensure that the duties undertaken operate as an effective, 

efficient and professional administrative service. 

 To maintain the ethos of the school community. 

 To contribute to the safeguarding and promotion of the welfare and 

personal care of children and young people with regard to the Child 

Protection Procedures. 

Main Areas of 

Responsibility 

EXAMINATION DUTIES 

 

(i) To work closely in association with the Senior Leadership Team 

Link and Heads of Department with base data and the input of 

all public examination entries. 

(ii) To enter all data onto computer. 

(iii) Liaise with pupils by providing, for example, exam entry 



statements and timetable. 

(iv) Ensure that the School complies with all the necessary 

regulations to ensure that pupils receive appropriate 

accreditation and certification for their achievements. 

(v) To be responsible for the collation of Estimated Grade Forms, 

Coursework Mark Forms, Forecast Grades, Lists of any Special 

Considerations and requests for modified papers and to inform 

the appropriate examination boards as required. 

(vi) To administer phone calls, messages, post and e-mail relating to 

examinations and pass on to the relevant recipient. 

(vii) To disseminate specifications and official memoranda to 

colleagues. 

(viii) To maintain examinations stationery and equipment.  Arrange 

for the ordering of stationery and any other related items.  

(ix) Allocate candidates to rooms or areas and ensure the number 

of invigilators complies with the required ratio. 

(x) Ensure that invigilators fulfil their obligations in accordance with 

the examination board regulations. 

(xi) To deal effectively with student and staff enquiries.  To inform 

students of results days. 
(xii) To administer the receipt and storage of all examination scripts 

and stationery and to ensure that they are available in the 

examination room(s) on the day of the examination. 

(xiii) To draw up timetables for all examinations and to check for any 

clashes. 

(xiv) To set up the examination room in accordance with regulations. 

(xv) Liaise with the Site Manager to ensure that furniture 

requirements, examination materials and notices are in place on 

time. 

(xvi) To check exam papers and registers at the conclusion of each 

exams and send to examiners. 

(xvii) To contact the Post Office regarding arrangements for the 

receipt of results. 

(xviii) To administer the receipt and distribution of all public 

examination results and to be responsible for the administration 

duties regarding any re-marks or access to scripts. 

(xix) To arrange the collection of any money for resits. 

 

SCHOOL TIMETABLE 

 

(i) To work with the School Timetabler and Heads of Department 

in the collection of data relating to the school timetable. 

(ii) To input all data onto computer system. 

(iii) To print out and distribute timetables for pupils in Years 7-11. 

(iv) To print out class lists for all classes in the school and distribute 

to Heads of Department. 

(v) To be responsible for any timetable changes and making new 

printouts. 

(vi) To assist in updating systems and providing data for use in 

School Census. 



OTHER DUTIES 

(i) To attend any meetings or courses which arise in association 

with this position. 

(ii) To undertake such other duties as may be directed by the Senior 

Leadership Team link, School Timetabler and Head Teacher. 

 

Health and Safety  Know how to deal with emergencies in examination conditions, 

including evacuation routes from the building. 

 Be aware of the responsibility for personal Health, Safety and 

Welfare and that of others who may be affected by your actions or 

inactions. 

 Co-operate with the employer on all issues to do with Health, 

Safety and Welfare. 

Continuing 

Professional 

Development 

 In conjunction with the line manager, take responsibility for personal 
professional development, keeping up-to-date with research and 

developments related to school efficiency, which may lead to 

improvements in the day-to-day running of the school. 

 Undertake any necessary professional development taking full 

advantage of any relevant training and development available – 

particularly when related to the use of ICT, for data management 

and record keeping. 

 Maintain a professional portfolio of evidence to support the 

Performance Management process – evaluating and improving own 

practice. 

 

Additional Duties 
for this Post 

 Maintain a procedures file in relation to examination administrative 

tasks. 

 Maintain a procedures file in relation to timetable input. 

 

This job description will be reviewed annually and may be subject to amendment or 

modification at any time after consultation with the postholder.  It is not a comprehensive 

statement of procedures and tasks, but sets out the main expectations of the School in 

relation to the postholder’s professional responsibilities and duties. 

Elements of this job description and changes to it may be negotiated at the request of either 

the Head Teacher or the incumbent of the post. 

 

Signed: 

 

Date: 


