Job Description 
Name: 



Post:



Examination Manager
Reporting to:                          Deputy Headteacher 





Headteacher

1.0
Job Purpose


To support the Senior Leadership in promoting the Catholic ethos, mission, 

aims and objectives of the school. 
2.0
Duties and Responsibilities
Examination Administrator to assist the Senior Leadership Team (SLT) or Deputy Headteacher (exams): 

2.1
To be responsible for examination entries for external exams to the 
examination boards including GCSE, Diplomas, AS and A level
2.2
To liaise with Heads of Departments on pupil entries and examination 

requirements both internal and external.
2.3
Liaising with exam boards for special consideration for girls. 

2.4
Ensure information regarding special consideration and access arrangements 

is collated and copies disseminated to HOYs/HODs/SLT as appropriate.
2.5
To disseminate information about exams to staff, pupils and their parents and 

to ensure appropriate provision for pupils. To ensure information about 

examinations is published on the staff bulletin and communicated to students
 via assemblies, register notes, Firefly, school website and direct contact as 
applicable.
2.6
Compiling, printing and distributing exam timetables, organising rooming, 

checking examination papers and stationary on arrival.

2.7
Organising exam invigilators for each exam period and exam numbering, all 

well ahead of the exam session.

2.8
Organising and delivering effective training for invigilators.

2.9
Compiling and disseminating to SLT/HOYs examination timetables with 

invigilators and access arrangements.

2.10
Liaising with staff regarding invigilation process.
2.11
Setting up seating plans and organising for any access arrangements.
2.12 Liaising with moderators, exam boards and members of staff.

2.13
Organising for invigilators the attendance registers, script packs and notices.

2.14
Prepare examination scripts for dispatch.

2.15
To support the Data Manager in the progress of ensuring that examination 

results are down loaded and made available. Check in good time that all 

examinations are correctly mapped and that and problems are resolved in 

consultation with SLT.
2.16
Being available and present in school the day before and on the day Public 
Examination results are released to co-ordinate distribution and also deal with 
enquiries after results.
2.17
Be present in school to request re-marks, compile departmental review 

documents and other examination result related documentation five 

working days following the GCSE results day.

2.18
To attend relevant examination meetings and complete a report of 


information gathered and disseminate to Headteacher and SLT (for exams).
2.19
To work with the Data Manager to prepare departmental review 

documentation in readiness for the start of the autumn term.

2.20
Arrange for any post examination queries and complaints from staff, pupils, 

parents, e.g. access to script to be dealt with appropriately.
2.21
Preparing PPEs (internal exams) including timetables, rooming, seating and 

invigilation.

2.22
Collating and distributing certificates.

2.23
Ensure provisional examination timetables are checked in good time and 

any problems are identified and communicated to SLT, staff, students and 

examination boards as appropriate.
2.24
To organise internal examination sessions including compiling examination 

timetables with rooming.
2.25
To retrieve costs of examination entry from absentees and arrange for 

remarks, reports and queries about exam results from the examination 

board.
Signed:
Postholder:
………………………  


Headteacher:
………………………


Date: …………
