Oakwood Park Grammar School

Job Description — Examinations and Administration Assistant

Job Title: Examinations and Administration Assistant

Responsible to: Examinations Manager

Working closely with: Examinations Manager, Senior Leadership Team, Heads of Subject,
SENDCo, Data Manager, teachers and examination invigilators

Contract: Term Time Only (Plus 10 days)

Job Purpose

The Examinations and Administration Assistant will provide high-quality administrative support
to the Examinations Manager, helping to ensure that the school's internal and external
examinations are organised and administered efficiently, accurately and in accordance with
relevant examination regulations.

The role is primarily administrative and requires excellent organisational skills, attention to
detail and the ability to manage deadlines effectively. The postholder will support the
administration of examination entries, timetables, invigilation, results and post-results services.

The role provides an excellent opportunity for an individual who is ambitious to develop their
knowledge and experience of examinations administration and who may aspire to lead
examinations within a school in the future.

Key Responsibilities
1. Examination Entries

e Support the Examinations Manager with the administration of all GCSE, A Level and
other external examination entries.

¢ |Input and process examination entries accurately and within published deadlines.

o Liaise with Heads of Subject to confirm candidate entries and resolve discrepancies.
o Process amendments, withdrawals, transfers and late entries as required.

e Maintain accurate records of examination entries.

e Support the checking of candidate and subject information prior to submission.

e Assist with the administration of examination fees and related documentation.

e Ensure relevant examination information is accurately recorded on school systems.



2. Examination Timetables

Support the Examinations Manager in building and maintaining examination timetables.

Assist with the organisation of internal examinations, mock examinations and public
examinations.

Identify potential clashes and raise these with the Examinations Manager.

Prepare individual candidate timetables and examination information.

Produce rooming lists, seating plans, registers and other examination documentation.
Ensure timetable changes are communicated promptly to relevant staff and students.

Assist with the preparation of examination rooms and resources.

3. Invigilation

Liaise with examination invigilators regarding examination dates, times and
arrangements.

Assist with the preparation and distribution of invigilation timetables.
Maintain accurate records of invigilator availability and deployment.
Communicate changes to invigilation arrangements.

Support the Examinations Manager in ensuring appropriate invigilation cover is
available.

Assist with the organisation of invigilator training and examination briefings.

Provide administrative support to invigilators during examination periods.

4. Internal Examinations

Provide administrative support for the school's internal examination programme.

Liaise with Heads of Subject regarding examination requirements, candidate numbers
and papers.

Assist with the preparation of internal examination timetables.
Prepare registers, seating plans and other examination documentation.

Support the smooth administration of mock examinations and other formal assessment
periods.

Assist in resolving administrative and logistical issues during examination periods.

5. Results and Post-Results Services

Provide administrative support during GCSE and A Level results periods.
Assist with the secure processing and distribution of examination results.

Liaise with students, staff and parents/carers regarding administrative examination
queries.



Process applications for reviews of marking and other post-results services accurately
and within awarding organisation deadlines.

Maintain records of review of marking requests and outcomes.
Assist with applications for access to scripts and other post-results services.
Liaise with awarding organisations regarding post-results requests where required.

Ensure relevant documentation and consent forms are completed and securely
recorded.

6. Examination Administration and Records

Maintain accurate and up-to-date examination records.

File examination documentation appropriately, both electronically and physically.
Support the secure handling and storage of confidential examination information.
Assist with the preparation of examination documentation and correspondence.

Monitor examination deadlines and bring upcoming deadlines to the attention of the
Examinations Manager.

Ensure examination information is entered accurately onto relevant school systems.

Assist with the production of reports, lists and other examination documentation.

7. Communication and Liaison

The postholder will work collaboratively with a wide range of colleagues and stakeholders,
including:

Examinations Manager - providing day-to-day administrative support.

Heads of Subject — coordinating examination entries, papers and subject-specific
requirements.

SENDCo - supporting the administration of examination access arrangements where
required.

Data Manager — ensuring examination and candidate information is accurate and
consistent across systems.

Senior Leadership Team - providing administrative information and support where
required.

Invigilators — coordinating examination and invigilation arrangements.

Students and parents/carers — responding appropriately to routine examination
queries.



8. Compliance and Confidentiality

e Workin accordance with JCQ and awarding organisation regulations and school
examination procedures.

e Maintain confidentiality when dealing with examination entries, results and pupil
information.

o Ensure examination documentation is handled securely.
e Follow school procedures relating to data protection and information security.

e Report any concerns, errors or potential examination irregularities promptly to the
Examinations Manager.

o Keep knowledge of examination procedures up to date through relevant training and
professional development.

9. General Administrative Duties
o Provide general administrative support to the Examinations Manager.
o Assist with photocopying, printing, scanning and preparation of examination materials.
e Maintain organised electronic and paper filing systems.
e Assist with the preparation of correspondence to students, parents/carers and staff.
¢ Undertake routine data entry and checking.

e Support the Examinations Manager with administrative tasks during particularly busy
periods.

e Undertake other reasonable duties appropriate to the role as directed by the
Examinations Manager or Senior Leadership Team.

Person Specification
Essential
e Excellent organisational and administrative skills.
e Strong attention to detail and accuracy.
e Ability to work to deadlines and manage competing priorities.
e Good IT skills and confidence working with databases and spreadsheets.
e Excellent written and verbal communication skills.
¢ Ability to maintain confidentiality.
e Ability to work calmly and professionally during busy periods.
e Ability to work independently and as part of a supportive team.
e A proactive approach to identifying and resolving routine administrative issues.

¢ Willingness to learn and develop knowledge of examination regulations and procedures.



Desirable
e Previous experience of examinations administration.
e Experience of working within a school or educational environment.
¢ Knowledge of GCSE and A Level examination processes.
o Experience of working with examination boards or JCQ regulations.
e Experience of using a school Management Information System.
e Experience of processing examination entries or post-results services.

e Experience of working with examination timetables and invigilation arrangements.

Key Attributes
The successful candidate will be:
Organised — able to manage a range of administrative tasks and deadlines.

Accurate - recognising that small errors can have significant consequences within
examinations administration.

Reliable - able to complete tasks consistently and meet agreed deadlines.
Calm under pressure — able to maintain accuracy during busy examination and results periods.
Professional — demonstrating discretion, confidentiality and excellent communication.

Proactive — willing to take responsibility for tasks and identify issues before they become
problems.

Ambitious - keen to develop their knowledge and experience with a view to potentially
progressing into examinations leadership in the future.

Team-focused - committed to working collaboratively with colleagues to provide an efficient
and professional examinations service.

This Job Description is not exhaustive and may be amended following appropriate
consultation to meet the changing needs of the school.



