Examinations and Administration Assistant

SALARY: Oakwood Scheme 5 Points 16-19 currently £26,956 to £27,765 FTE (£24,206 to
£24,933 pro rata)

The position is Term Time Only (Plus 2 additional weeks in August).

Oakwood Park Grammar School
Strive and Serve

Oakwood Park Grammar School is seeking to appoint an enthusiastic, organised and reliable
Examinations and Administration Assistant to join our friendly and supportive team.

This is an exciting opportunity to work in a high-performing boys’ grammar school, supporting
the smooth and efficient administration of internal and external examinations. The successful
candidate will work closely with the Examinations Manager, gaining valuable experience across
the full examination cycle.

The role will involve a range of administrative duties, including supporting examination entries,
preparing examination materials and documentation, organising examination arrangements,
maintaining accurate records, supporting results and post-results processes, and assisting with
the day-to-day administration of the examinations office.

We are looking for someone who is highly organised, meticulous and able to work calmly under
pressure, with excellent attention to detail and strong communication skills. Previous
experience of working in an examinations or school environment would be advantageous but is
not essential.

Importantly, this role would particularly suit someone who is ambitious to develop their career
in school examinations and aspires to lead an examinations function in the future. It provides an
excellent opportunity to develop a comprehensive understanding of examination administration
while working alongside an experienced Examinations Manager in a highly successful school.

You will become part of a supportive and professional team within a school where high
standards, collaboration and a commitment to our students are at the heart of everything we
do.

OPGS Privacy Notice (Job Candidates)

Please click OPGS Privacy Notice - Job Applicants to view the OPGS Privacy Notice for job
candidates.



https://www.opgs.org/_site/data/files/files/policies/statutory/B48628BC04BEF9014DED531C3EAD25F0.pdf

How to apply

If you are organised, proactive, ambitious and take pride in delivering excellent
administrative support, we would love to hear from you.

Please complete the Support Staff Application Form, available on our website Oakwood Park
Grammar School - Vacancies (scroll to bottom of page) by 12:00 noon on 2 October 2026.

Come and join Oakwood Park Grammar School and play a key role in supporting our pupils to
achieve exceptional outcomes.

Strive and Serve.


https://www.opgs.org/page/?title=Vacancies&pid=28
https://www.opgs.org/page/?title=Vacancies&pid=28

