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Exams Officer

Hours:	37 hours per week  

Type of position:	Term time only, on campus. 
	Due to the seasonal nature of the role, working days may reduce during quieter term-time periods and increase during school holidays, particularly around GCSE and A Level results weeks and other peak periods.

Salary			Grade 7 - £34,075 - £36,115 (FTE).  £26,752-£28,354 (actual salary)

Other benefits:	Enrolment into a generous Defined Contribution pension scheme
60% off school fees at King Edward’s School and King Edward VI High School for Girls (subject to admissions criteria)
Free on-site parking
Free lunches in term-time
Use of the onsite gym and swimming pool

Reporting to:		Deputy Head (Academic)

Location:		King Edward’s School, Birmingham

King Edward’s School is now in its second year since reintroducing A levels. There are over twenty A levels offered, some of which are delivered co-educationally with King Edward’s High School for Girls. There are a wide range of GCSE and IGCSE courses studied. Some subjects, at A level and GCSE, incorporate coursework or non-examined assessments (NEA).

Purpose of the Role
The Exams Officer is responsible for ensuring the efficient, accurate and compliant administration of all internal and external examinations throughout the academic year, acting as the school's lead specialist on examination procedures and regulations.

Job Description
· Manage arrangements for all A level, GCSE and IGCSE public examination entries, Oxford and Cambridge entrance tests, and any other entries as is reasonable
· To prepare and manage the examinations budget and ensure all entries are agreed to external invoices and authorise for payment in liaison with the Finance Department
· Manage the examination entries process from initial entry collection through to final amendments, ensuring candidates and departments have opportunities to verify entries and that all awarding body deadlines are met
· Coordinate the administration of non-examination assessments, coursework, practical examinations, oral examinations and centre declarations as required by awarding bodies.
· Ensure all examination papers and stationery are delivered safely to the school and checked/logged correctly, being responsible for their strict security and ensuring completed papers are dispatched promptly and appropriately
· Manage school-based and external invigilators, ensuring they are well trained
· Make appropriate timetabling and room arrangements for all external and internal examinations, ensuring proper invigilation is put in place. This will also include preparing packs with seating plans, candidate tickets and invigilators sign in sheets.
· Ensure that all examinations start and finish appropriately in line with examination board regulations 
· Ensure that pupils are given all the necessary relevant information about examination entries, the dates and times of the examinations (in a timetable), conduct during examinations and the collection of results and certificates and that this information is given in good time and displayed appropriately.
· Ensure that all necessary stationery and materials and other requirements are in stock and provided for examinations
· Initiate appropriate correspondence with and responding appropriately to correspondence from the various examination boards the school deals with, including reviews of marking, access to scripts, appeals and special consideration applications and other administrative issues such as pupils who miss examinations through illness or are suspected of malpractice
· Deal promptly, professionally and efficiently with enquiries from parents and students, including former students. This will include dealing with queries and arranging additional exam entries that are not part of the main school curriculum (typically additional language exams)
· Receive examination results and certificates and make arrangements for their issue
· Keep up to date with the necessary policies, procedures, rules and regulations laid down by the different examination bodies including Joint Qualification Council (JCQ) and to be the lead liaison with the JCQ during their audit of the school’s processes and procedures
· Support SLT in maintaining examination policies and regulatory documentation, including annual JCQ and awarding body declarations, conflict of interest processes and centre compliance requirements.
· Organise appropriate arrangements for candidates requiring access arrangements, working closely with the SENDCo to ensure all applications, evidence and examination adjustments comply with JCQ regulations.
· Work in liaison with the Deputy (Academic) and Data Manager to download all external examination results so that effective examination analysis can take place immediately after results have been received and processed
· To ensure that, working closely with the Deputy Head (Academic), all arrangements for internal examinations are carried out and communicated efficiently, including creating the internal examination timetable and processing and distributing the results

· Supporting the Director of Admissions to deliver the administrative functions of the Admissions process throughout the year and around key events including the 11+ entrance exam (Saturday).
Other:
Any other duties as may be reasonably required by the Chief Master & Principal.





Person Specification

The ideal candidate would be expected to show evidence of many of the following skills and qualities.  The following information demonstrates qualities that would be considered essential or desirable.

	Qualifications and Training
	Essential
	Desirable

	Understanding of JCQ and exam board regulatory requirements
	
	  ✔ 

	First aid qualification (or willingness to complete one)
	
	  ✔

	Proficient in the Microsoft Office suite 
	  ✔ 
	




	Experience
	Essential
	Desirable

	Experience of managing exams in a school
	
	  ✔ 

	Experience of working with databases and school information systems (e.g. SIMS)
	
	  ✔ 

	Experience of delivering administrative tasks, including fielding enquiries, preparing correspondence, data inputting and record keeping
	  ✔ 
	

	Experience of working within an education environment 
	  ✔ 
	

	Experience of managing examination access arrangements and JCQ compliance processes.
	
	✔



	Skills  
	Essential
	Desirable

	Strong organisational and project management skills, with the ability to coordinate multiple concurrent deadlines.
	  ✔ 
	

	Ability to be clear and assertive whilst remaining calm, composed and tactful 
	  ✔ 
	

	Ability to work flexibly and support the work of others as required
	  ✔ 
	

	Strong communications skills, both written and verbal, including the ability to vary content to suit different audiences and channels
	  ✔ 
	

	Meticulous attention to detail and accuracy
	  ✔ 
	

	Excellent customer service skills, with a “people and service” ethic
	  ✔
	

	High levels of numeracy and confidence working with data and management information systems.
	✔
	



	Personal characteristics
	Essential
	Desirable

	Ability to cope with pressure
	  ✔ 
	

	Ability to communicate effectively with parents, students and staff in a variety of ways
	  ✔ 
	

	Understanding and commitment to equality of opportunity for all
	  ✔ 
	

	Understanding of, and a commitment to the ethos of the school as a community
	  ✔ 
	

	Tact, discretion and diplomacy
	  ✔ 
	

	A genuine liking of people and the ability to show warmth, good-humour, empathy and sensitivity
	  ✔
	



How to apply 

To apply for this role, please forward a completed application form (available for download via the website and a covering letter addressed to the Deputy Head Academic (Tom Charlett) by email to: recruitment@keschools.org.uk

The deadline for applications is 8:00am on Tuesday 13 October 2026. Interviews are scheduled for Friday 16 October 2026. However, applications will be reviewed on receipt: early applications are encouraged.  We reserve the right to bring forward the closing and interview dates if sufficient applications have been received. 

If you have any queries about the role or would like to discuss it in more detail, please contact the Deputy Head (Academic), Tom Charlett – t.charlett@keschools.org.uk



King Edward’s School and King Edward VI High School for Girls are committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Applicants invited to interview will be required to provide proof of identity, preferably a birth certificate, although where this is not available, we will accept other forms of ID. Online searches will also be carried out for all shortlisted candidates, as required by Keeping Children Safe in Education. Successful candidates will be required to undergo an enhanced DBS check and other pre-employment checks. A copy of the School’s Recruitment, Selection and Disclosure Policy is available on the websites www.kes.org.uk.or  www.kehs.org.uk
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