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The Governors are looking to appoint an enthusiastic, hard-
working, team player, who will join us in the role of an Exams 
Officer and Data Support. 
 
Brief overview of position; 
 

• To be responsible for the planning, administration and 
implementation of all public examinations in accordance 
with both JCQ and awarding bodies regulations.  

• To be responsible for the planning, administration and 
implementation of all internal examinations. 

• To provide clear, precise and timely communication to all 
stakeholders regarding internal and public examinations. 

• To support the Data Manager as required in the provision 
of school data and reporting requirements. 

• To assist in the delivery and administration of all School 
assessment, reporting and target setting processes. 
Ensuring compliance with data protection legislation and 
expectations for confidentiality. 

• To maintain and promote the school’s pursuit of excellence 
in all professional practice. 

• To fully implement all School policies and procedures. 

• Support the school in its commitment to safeguarding and 
promoting the welfare of children and young people 

 
Reporting to: Assistant Headteacher  
 
To arrange an informal visit, please contact Mrs Gibson, 
Headteacher’s PA, on 0161 681 6178 or by email at 
k.gibson@smrchs.com  
 

Exams Officer and 

Data Support  
Full time, permanent, term time only + 10 days 
Salary: NJC Grade 6, SCP 21-25 (FTE 33,143 to £36,363) actual salary approx. 
£29,828 to £32,726 per annum 
Start date: As soon as possible 

Closing date for applications: Friday 9 January 2026 at 9am 
 
Interview date: Friday 16 January 2026 
 
 
 
Application packs can be downloaded from the school website 
www.smrchs.com. Completed applications and supporting 
documentation should then be submitted by email to Mrs 
Gibson at k.gibson@smrchs.com  
 
This school is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and 
volunteers to share this commitment. 
 
St Matthew’s is also committed to providing a diverse and 
inclusive community, ensuring equal opportunity. We welcome 
and we encourage applications from everyone, including 
groups currently under represented in our workforce. 
 
The successful applicant will be required to complete an 
enhanced DBS check. 
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Main duties and responsibilities: 
 
Exams: 

● To ensure accurate and timely registrations and entries are made for 
pupils in accordance with curriculum leaders. To monitor and update 
these entries if/when new admissions to the school are made or pupils 
off roll.  Work to minimising late fees and providing statistics related 
to the entries as required. 

• To take responsibility for the receipt of and storage of confidential 
documents and examination materials in accordance with JCQ 
regulations. Being a key holder, you will be responsible for the 
organisation and management of the exams office and exams secure 
storage facility.  

● To liaise with examination boards regarding all aspects of policy 
relating to examination regulations, attending, when appropriate and 
in liaison with the line manager, in-service training provided by 
examination boards, JCQ and other bodies. 

• Lead and manage a team of internal exam invigilators, ensuring 
mandatory training is completed and recorded. Create an effective 
working relationship with the team to ensure effectiveness and 
retention.  

• Maintaining an up-to-date knowledge of the examinations system, 
different examination board regulations and any changes which occur 
within the examinations field. 

● To liaise with the SENDCO regarding students with SEN, applying to 
awarding bodies for additional time and special arrangements and 
maintaining records for inspection. 

 

The job description below gives an insight into the responsibilities of the post of a Exams Officer and 
Data Support and while this is not an exhaustive list, it should allow candidates to have an 
understanding of what this role entails, and for what the successful candidate will be held accountable 
for. The job description below gives an insight into the responsibilities of the post of an Exams Officer 
and Data Support and while this is not an exhaustive list, it should allow candidates to have an 
understanding of what this role entails, and for what the successful candidate will be held accountable 
for. The person specification provides an indication of the skills and experience that we are seeking.  
The post holder will report to the Assistant Headteacher.  Apart from other colleagues in the school, 
the main contacts of the job are: Teaching staff, other support staff and pupils. 
 

 
 
  

● To be the School’s principal link with examination boards, 
parents, students and staff for examination queries and to 
disseminate information about examinations as required.● 
To be the school’s principal link with examination boards, 
parents, students and staff for examination queries and to 
disseminate information about examinations as required. 

● To be responsible for the examinations budget, liaising with 
line manager and SMT finance, keeping accurate and up-to-
date records of examination entry costs and other relevant 
financial issues. 

 
Exams planning:  
 
● To issue statements of entry, letters to parents and students 

as required. 
● To receive, check and securely store public examination papers 

and any pre-release materials as they arrive and to resolve any 
discrepancies. 

● To ensure the examinations store is kept equipped foe 
examinations and stationary available.● To ensure the 
examinations store is kept equipped foe examinations and 
stationery available. 

● To produce centre examination timetables, including dates, 
times, venues and number of candidates. 

● To submit estimated grades/coursework samples prepared 
and checked by Senior Teachers to the moderator. 

● Make arrangements for internal examinations and Year 7 
tests, including the production of the timetable, rooming and 
invigilation. 

● Check all examination fees and ensure any late fees are 
minimised. 

● Ensure attendance at appropriate awarding body training 
meetings to keep up to date with the latest procedures and 
regulations for external examinations. 

● Ensure examinations policy, coursework policy and procedures 
are kept up to date. 

● Maintenance of Course Manager in connection with Post-16, 
Census and QAN catalogue. 
 

Examination Process: 

• Recruit, train and administer external invigilators. Ensure 
there is the correct number, and they are briefed before each 
exam.  

• Receive examination papers and other relevant materials sent 
by examination boards and keep them in a secure place in the 
examinations office; collect, log and dispatch all examination 
samples for marking. Ensuring that regulations are compiled 
with. 

● Issue invigilation evaluation forms and act on issues raised to 
improve examination procedures. 

 
 
 
 



Examination Process Continued: 

• To create the invigilation timetable e.g. to provide information 
about dates/times of examinations and the number of entrants 
etc. 

●  To liaise with the Site Manager to organise adequate desks, 
chairs, equipment and rooms for examinations. 

● To organise examination rooms in accordance with the 
regulations – displaying relevant posters, signs, clocks etc., 
provide seating plans, and resolve all “clashes”. 
To be responsible for the daily running of public examinations 
and ensure that the required procedures are followed during 
examinations, make arrangements for those young people 
unable to sit examinations with rest of candidates and deal with 
emergency requests for scribes etc. 
 

●  To produce a list of absentees from examinations to enable 
costs/entry fees to be retrieved. 

●  Ensure candidate mobile phones and valuables are stored safely 
during examinations. 

●  Deal with problems relating to examinations such as 
malpractice or late arrivals. Ensure appropriate processes 
related to these are fulfilled and parents are informed. 

●  Check and clean desks after each examination. Provide names 
of young people that have defaced desks (graffiti) to finance for 
charging. 

• Oversee online tests for any subject as necessary, following 
the appropriate awarding body processes and controls. 

• To liaise with the administration team to ensure all internal 
examination papers and resources are accurately checked 
prior to the examination. 

• Collate material, edit and update the website with 
examination information, including dates and examination 
regulations. 

• Maintain and update displays on examination information in 
appropriate public areas of the school. 

 
Assessment: 

● Assist in the administration of the assessment process 
●To manage the termly assessment cycle: opening marksheets 

for data entry, checking for accuracy and running reports for 
internal evaluation. 

● To ensure accurate termly reports are published to parents 
 
Timetable 

● Support the Data and Examinations Manager in the 
development and input of the school timetable. 

● Support the Data and Examinations Manager in the Set up and 
maintain registration groups, allocate student memberships, 
tutors and Year Learning Coordinators using the school MIS. 

●Update and apply periodic and casual changes to courses, 
teachers and rooms on Arbor. 

 

 

 
Data 

• Administer and maintain data integrity within the School 
MIS systems (Arbor and SISRA) toAdminister and maintain 
data integrity within the school MIS systems (Arbor and 
SISRA) to 

• Ensure that all reporting is accurate. 

• Prepare and update electronic systems & procedures for 
collecting assessment data periodically in line with the 
school assessment cycle as and when required 

• Administration of MIS for rewards, sanctions, behaviour, 
attendance, punctuality etc. and provide data reporting 
and analysis so that they are able to identify emerging 
trends and 
patterns 

• Work with the Data and Examinations Manager in 
developing the use of software to provide staff with the 
most helpful and informative data sets possible to inform 
timely intervention and support for students 

• Monitor the data collection process on an on-going basis 
and provide advice and guidance to staff on how processes 
can be further developed to increase understanding and 
raise attainment 

• Organise the collection of End of Key Stage data and 
prepare this for reporting to parents. 

• Administration of End of Year procedures, preparing the 
system for the new academic year including the promotion 
of students and staffing as necessary. 

 
 
 
 
 
 
 
 
 
 
 
 
 



Exams Results: 

• To be present on the day the school is notified of results, or to 
arrange for a suitable, well briefed substitute. 

• To oversee the distribution of results to candidates. 

• To make arrangements for the collection and distribution of 
exam results. 

• To help with the analysis of exam results. 

• To submit any result enquiries or appeals after authorisation. 

• To help check DCFS statistics and examination results 
information before publication. 

• To keep accurate records of all exam certificates received in the 
school as they arrive from boards and resolve any 
discrepancies. 

• To organise distribution of certificates. 

• Maintain archived certificates and results information. 

• Receive and process requests for remarks, receipt of scripts and 
appeals against results liaising, as required, with relevant 
colleagues. 

• Ensure that all late entry fees levied from students for resits are 
collected and paid to the 

• Finance Department. This will be done in liaison with the line 
manager and with support from other administrators. 

• Liaise with line manager and Head of Year regarding the 
organisation of examinations, student discipline during 
examinations and any issues related to student conduct 
relevant to examinations. This aspect of the role will include the 
briefing of students at assemblies, supported by key members 
of teaching staff. 

 

  

Wider school responsibilities : 
 

• Support the school’s aims and objectives, take a full part in 
the liturgy and prayer life of the school and play a major role 
in the development of the school’s Catholic ethos and 
fulfilment of the School Mission Statement.  

• Fulfil any other reasonable duties requested by the 
Headteacher 

 



The person appointed will: 
 

• Be committed to the Catholic ethos of the school;  
• Demonstrate understanding of the role their subject plays 

in the delivery of the Mission of a Catholic School  
• Demonstrate a commitment to the wellbeing and 

safeguarding of young people  

• Good communication skills, both written and verbal 

• Ability to work as a member of a team and work on own 
initiative  

• Willingness to undertake training as required 
 
 

 
 
  

Have experience of: 
 

• Maths and Science GCSE to grade C or above is essential, 
NVQ Level 3 or equivalent is desirable  

• Clear communication both one to one and with large 
groups 

• Effective time management and organisation 
• Excellent interpersonal relationships 

• Have knowledge of and previous experience of secondary 
school examination processes and procedures 

• Advanced IT Skills and Knowledge of Arbor MIS and A to C 
software.  

• Navigating examination bodies websites and portals.  

• Self-motivation 

• Attention to detail 
 
 
Where the postholder is disabled, every effort will be made to 
supply all necessary aids, adaptations or equipment to allow 
them to carry out the duties of the job. 



 


