
 

Job Description 
Examinations Officer and Examinations Data Manager 

Grade H Points 23-27 
 
Responsible to:  Vice Principal 
_______________________________________________________________________________ 
Main Responsibilities: 
 
To provide overall organisation and administration of all examinations and external testing in 
line with academy policies and procedures. To ensure internal assessment data is collected and 
recorded accurately and efficiently, and for presenting data analysis of all examination results. 
 

Specific Responsibilities  

 Administration and ownership of specific exam database 

 To ensure that all entry procedures are followed in line with JCQ regulations 

 To provide data and analysis to the Senior Leadership Team, Governors, 
Teachers and DfES to ensure that examination results are accurately reported 
and informed decisions can be made. 

 To effectively liaise with a wide range of academy staff, exam boards and students to 
ensure all examination data, coursework and other information is accurately entered and 
processed to the deadlines set. 

 To assist the Senior Management Team in the completion of Ofsted or other 
DfES related information to ensure that meets statutory requirements. 

 Responsibility for the management of examinations to include rooming, timetabling and 
deployment of invigilators 

 Recruitment and training of invigilators 

 Responsibility for the accurate, timely processing of  all exam results 

 To ensure that all examination appeals are effectively processed with all responsible 
parties as per examinations appeal policy. 

 Provide required information to allow analysis of academy expenditure on exams. 
Monitor expenditure on monthly basis 

 To ensure that any examination invoicing is processed as stated in the examinations and 
charging policy. 

 To take responsibility for keeping up to date with exam procedures and identifying any 
training requirements 

 To ensure all protocols for security are followed 

 Downloading of exam results and provision of any analysis required. Attendance on 
exams days and exam results days. 

 To undertake general admin duties as requested 
 
This job description is not exhaustive and the postholder may be required to undertake other 
duties as reasonably required by the Principal 
 
Montsaye is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff to share this commitment. 
 



 
 
Signed: ………………………………  (Manager)  Dated: ……………………..… 
 
 
Signed:  ………………………………  (Post Holder) Dated: ………………………. 


