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Bexhill Academy is looking for a highly organised and effective examination officer to lead the efficient 
running of all examinations at Bexhill Academy. This post would suit candidates with significant IT skills and 
organisational capacity or an experienced examinations officer seeking a new challenge. 
 
We aim to recruit staff who: 
 

 Are excited by their role and by the prospect of working alongside young people to help them 
achieve their very best. 

 Love the process of learning and are keen to continually develop their own skills. 

 Recognise that working in schools can be a demanding job and react positively to those demands. 

 Will subscribe to the ethos of the Academy. 

 Take every opportunity to model expected behaviours and build positive relationships whilst 
performing their role. 

 Remain at the forefront of developments for examination protocol and regulation.  

 Have the potential to grow themselves and the role they are in.  
 

Hours and Basis:  37 hours per week, term time plus 20 days 
Salary Scale: NJC Scale 5 points 22-25 £22,183 - £24,491 pro rata per annum (actual salary 

£20,732.57 - £22,889.66) 
Closing Date:   9.00am Friday 6th November 2020 
Interviews:   From the 11th November 2020 
 
Pre-Application enquiries are encouraged.  
Please contact Jennie Phillips via Jennie.Phillips@bexhillacademy.org 
 
We would like to reassure applicants that effective measures have been implemented to ensure the health 
and wellbeing of all candidate’s staff and students whilst on academy premises during the Covid Pandemic.  
Thank you for your cooperation during this difficult time. 
 
Please see our website www.bexhillacademy.org  under ‘community’ and then ‘vacancies’ for more details.   
 
Please note that we do not accept CVs or approaches from agencies. Completed Bexhill Academy Support 
application forms should be sent to academyhr@bexhillacademy.org    
 

Bexhill Academy is committed to safeguarding and promoting the welfare of children and young children, 
therefore all positions are subject to an Enhanced Disclosure and Barring Service check (DBS). 

 
 
 
 
 
 
 
 
 

“Be Brilliant Today” Examination Officer 
As soon as possible 

mailto:Jennie.Phillips@bexhillacademy.org
mailto:academyhr@bexhillacademy.org
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Working at Bexhill Academy 
 
Staff at Bexhill Academy make students and their education their first concern. They seek to achieve the 
highest possible standards in work and conduct, act with integrity and have strong skills. Through endeavour, 
they keep their knowledge and skills as current as possible, remaining at the forefront of current regulations 
and educational demands.  
  
Post: Examination Officer 
 
Accountable to: Head of Academy 
 
Salary: NJC Scale 5 points 22-25 £22,183 - £24,491 pro rata per annum (actual salary £20,732.57 - 
£22,889.66) 
 
General Responsibilities of the role  
 

 Responsible for the smooth running of internal and external examinations. 

 Lead point of contact between exam boards and the Head of Centre. 

 Responsible for maintaining the high quality understanding of current Government regulation and 
individual exam board processes. 

 Creation and set up of internal and external exam timetables.  

 Responsible for the training and line management of the external invigilation team. 

 Work closely with the SENco to ensure all students entitled to access arrangements have everything 
they require. 

 Glean knowledge of individual student needs and gather evidence where required to ensure all 
students have an equal opportunity in every exam.  

 Work closely with the relevant internal departments to ensure the smooth running of every exam 
room. 

 Ensure all exam entries are made in a timely fashion. 

 Maintain teaching accreditation for each qualification. 

 Ensure all student registrations and paperwork are maintained for BTEC and other courses. 

 Liaise with SENco department to ensure EAL students sit their exams at the correct point and ensure 
they are aware of the exam procedures and expectations. 

 Correspond with parents throughout the year ensuring they are kept well informed of each stage of 
the exam process. 

 First point of contact for all exam queries from students, staff and parents. 

 Organise and administer external exam papers in accordance to the strict regulations. 

 Responsible for maintaining the high standards required for the annual inspections. 

 Produce guidelines for and ensure students and parents have a good understanding of the high 
exam expectations. 

 Ensure the school IT systems are set up for the smooth import of exam results. 

 Be available during result week to import external results, prepare them for student collection and 
prepare relevant reports for analysis. 

 Be aware of the DfE changes and update their checking exercises twice yearly.  

 Check and prepare student certificates and arrange for their timely collection. 

 Retain all relevant exam paperwork for 6 years in accordance to guidelines. 

“Be Brilliant Today” Examination Officer 
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Specific Responsibilities of the role 
 

 To make arrangements for all internal examinations including timetable rooming and invigilation. 

 To be responsible for examination entries for external exams to the examination boards for public 
exams, GCSE, BTEC, Cambridge National, ASDAN, Princes Trust, BCS. 

 To register students for subjects by designated dates and arrange the transfer of appropriate data as 
appropriate. 

 To liaise with department and subject leads on estimated and final exam entries. 

 Wherever possible, to make arrangements for pupils at the school to take examinations in subjects 
they have studied elsewhere this applies particularly to examinations in community languages. 

 Where feasible, make arrangements for candidates who are not pupils at the school to take 
examinations here. 

 To liaise with the learning support department concerning rooming and staff needed for Scribes, 
Readers etc. 

 To collect details of venues dates and times of orals and practical and internal exams from the 
department and subject leads. 

 To forward details of venues dates and times of all exams to staff and display them on exam 
noticeboards. 

 To forward statement of entry together with dates and times of public exams to staff and students 
for checking. To amend as required and retain copies of the originals and the amendments.  

 To liaise with staff parents pupils and to deal with complaints and queries about public 
examinations. 

 To organise and administer examination papers as they arrive. 

 To be responsible for examination stationary. 

 To be responsible for the management of public examinations and to inform premises staff about 
arrangements that need to be made the furniture and exam rooms. 

 To recruit train and manage external invigilators. 

 To create the invigilator in timetable and provide information about examination timetable etc. 
dates/times of examinations a number of entries. 

 To sort out all clashes and make appropriate provision for pupils. 

 To brief pupils on examination procedure and conduct and produced guidelines for staff and pupils. 

 To provide relevant statistics exam entries and examination results to the Head of Academy. 

 To check DfE statistics and examination information before publication. 

 To complete examination entries. 

 To check certificates before they handed to students. 

 To retrieve costs of examination entry from absentees and arrange for remark remarks reports and 
queries about exam results from the exam board. 

 To be present on the day the school is notified of results (usually mid to late August). 

 To help analyse examination results and produce performance later. 

 Flexibility to respond to changing demands created by ever changing government and Ofqual 
regulations or national events.  
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Education and Training 
  

 Good general education to GCSE/GCE Essential (GCSE grade C and above in English, Maths and 
science) 

 Higher qualifications desirable 

 Appropriate additional qualifications 
 
Experience 
      

 Experience of working in a school (desirable) 

 Experience of office work (essential) 
 
Skills and Knowledge 
 

 Confident in the use of IT and good IT knowledge is essential 

 SIMS knowledge beneficial 

 Excellent organisational skills essential 

 Confidence to work alone and to lead a team 

 Ability to focus on detail while maintaining the overall quality of work 

 Able to work under pressure and to strict deadlines 
 
Personal Qualities  
   

 To be hardworking and committed to the vision of the Academy 

 To have a willingness to learn and develop new skills 

 To have the ability to work with initiative 

 To be innovative and solve challenges with creativity 

 To be organised and let nothing slip  

 To have the ability to work as an individual and part of a team 

 To be a respectful leader of the exam team 

 To have belief in young people 

 To aspire to “Be Brilliant” in all that you do 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
ATTWOOD ACADEMIES 

Registration Number: 09148479 

 

 
 
 
 
 
Dear Candidate 
 
Thank you for taking the time to read through our information concerning the exam officer position at 
Bexhill Academy.  
 
Bexhill Academy part of the Attwood Academies Trust, is a larger than average 11-16 mixed school serving 
the coastal town of Bexhill-On-Sea, East Sussex, with over 1450 students on roll.  A seaside town renowned 
for the De La Warr Pavilion and being the home to the first British motor race!  
 
Working at Bexhill Academy, whether as an NQT or as a teacher of many years, it is an opportunity for you to 
work with some extraordinary and inspiring students and staff.  
 
The Bexhill community is a very special place and we are privileged to be working in state of the Art Building 
with modern facilities throughout. 
 
Following our success in recent years, we are over-subscribed, with over 400 applications for the 330 places 
we offered this September. Consequently, year on year we have been expanding our teaching, admin and 
support staff to accommodate our increasing numbers.   
 
At Bexhill Academy, we encourage students to aim high and we support them in pursing their dreams. We offer 
challenge to all abilities stretching the minds of the most able to become enquiring and independent thinkers, yet 
offering support to those who find their studies more difficult.   
 
We are looking to recruit a new Examination Officer who shares our vision and ambitions for the young 
people of this community. You could join a highly motivated and passionate group of staff who work 
tirelessly in the best interests of the students.  Staff development is central to everything we do with high 
quality training to support you in your role and any advancement you may seek.  
 
The Examination Officer is part of The Data team, a committed, friendly and collaborative team who support 
the efficient functioning of the school data, cover and examination systems,  
 
If you are suitably qualified and seeking to work in a dynamic, modern school, if you are passionate about 
supporting student success and opportunity, we would like to hear from you.  
 
I look forward to meeting you 
 
 
Catherine Davies 
Executive Principal 
  
 
 
 
 

“Be Brilliant Today” Gunters Lane, Bexhill-on-Sea, East Sussex,TN39 4BY 
 


