A Partnership of Church and Community Schools

Examinations Officer
Archbishop Holgate’s School
Closing date: Thursday 28 February 2019
Interview date: Week beginning Monday 4 March 2019

School
Archbishop Holgate’s School
Job Title
We are looking to appoint an Examinations Officer to
oversee all aspects of examinations management within
the school. The post holder will have excellent
administrative skills, computer literacy and be highly
efficient and organised with exceptional attention to
detail.
The successful candidate will benefit from joining a
team of supportive and highly committed colleagues
who are dedicated to ensuring that all our students
have the best possible opportunities for the future.
Completed application forms should be posted or
emailed to:
Mrs Jacqui Sissons, Head’s PA
Archbishop Holgate’s School,
Hull Road, York YO10 5ZA
jsissons@archbishopholgates.org

Examinations Officer
Reports to
Data Manager
Grade
Grade 7: £23,382 - £25,826
Pro rata salary: £21,133 - £23,342
37 hours per week, Term Time Only plus 3 weeks
Additional Information
The normal hours of work will generally fall within
Monday to Friday, 8.30am - 4.30pm. However, during
exam and results periods, longer days will be
required. It is expected that the post holder will be
available to work for three weeks during the holidays
in order to process examination results and
administer any external examinations - flexibility is key
for this role.
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Archbishop Holgate’s School
Archbishop Holgate’s is a flourishing school signified
by outstanding examination results, high quality
teaching and learning, an inspiring curriculum
complemented by sporting and musical achievements
and a wide, varied programme of extra-curricular
opportunities. We are a school committed to ensuring
that our students develop in all ways and at the heart
of all we do is a commitment to ‘Values, Care and
Achievement’:

The last five years have seen the school enjoy its best
ever results at GCSE and Post 16.

Christian values that underpin all we do.

At KS4 the school consistently performs significantly
above the national average, with the 2018 outcomes
outstanding in all areas with a Progress 8 figure that
places the school in the top 10% of all schools
nationally.

Outstanding pastoral care that sees each
student as an individual.
Maximum achievement for all students,
at all levels.

At KS5 the sixth form has consistently performed in the
top 10% of Post 16 providers. Previously the sixth form
has topped the national league tables for the delivery
of vocational qualifications and for the last two years
the A Level performance placed the sixth form in the
top 1% of Post-16 providers nationally.

Overall progress residual

+0.61

Maths progress residual

+0.31

English progress residual

+0.63

Ebacc progress residual

+0.53

Technical progress residual

+0.89

In April 2014 the Headteacher was invited to Downing
Street to celebrate outstanding performance in State
Education.

We have excellent students and a talented staff,
colleagues who are committed to ensuring that the
young people in our care achieve and succeed.
Collectively, as a school community, we seek to nurture
aspiration and promote excellence. We enrich our
students in many different ways and when they leave
Archbishop’s they do so as well rounded young people
with the skills, qualities and relevant qualifications to
help them shape their own futures and also to benefit
the communities they serve.
As recently as October 2017 the school was delighted to
once again be awarded outstanding judgements in all
areas of the SIAMS Inspection.

“ Evidence presented during this visit
demonstrates that Archbishop
Holgate's remains an outstanding
school, both in terms of its pastoral
provision and academic progression
pathways. The school is well led and
as a result there is an atmosphere
of continuous improvement that is
shared across the senior team and
means that priorities for improvement
are accurately identified and actions
taken are impactful and result in
timely improvement.”

(YCP – June 2017)
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Pathfinder Multi Academy Trust
We are an inclusive partnership of church and community schools underpinned by
a shared vision, common values and a commitment to providing an outstanding
and holistic education to all the young people we serve.

Collaborate
As a family of schools, we work collaboratively
to celebrate and nurture both the similarities
and distinctiveness of each school’s individual
ethos and values.

Celebrate
We celebrate the uniqueness of all pupils, and
through outstanding pastoral care, academic
challenge and inspirational teaching we support
each child to flourish and succeed.

“

Develop
We develop outstanding leadership at all
levels that delivers maximum achievement
whilst supporting and developing the vision
and values that underpin all we do.

Thrive
We generate positive and challenging
learning environments which allow staff
to grow and thrive through excellent
professional development.

Nurture
We nurture an ethos in which children learn
by example and grow spiritually, morally and
socially to understand the uniqueness and
diversity of communities, faiths and cultures locally, nationally and internationally.

Community
Partnering with the Church of England,
other schools, educational institutions and
the Pathfinder Teaching School to ensure
we provide an outstanding education from
pre-school to post 16.
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Your present
circumstances
don’t determine
where you can
go; they merely
determine where
you start.”

Job Description
Role
The Examinations Officer will oversee all aspects of examinations management within the school. The post holder
will have excellent administrative skills, computer literacy and be highly efficient and organised with exceptional
attention to detail. They will be articulate and able to deal sensitively with a variety of situations. The ability to be
clear and assertive whilst remaining calm, composed, tactful and flexible is essential.
The Examinations Officer is responsible for the training and preparation of the exams team, from the Senior
Leadership Team to the Invigilators. The Examinations Officer must have the initiative and confidence to liaise
with all teaching departments, Safeguarding Officer, SENDCo, site team, finance department, parents and a
number of external organisations on a regular basis.
Main Duties



















The organisation and administration of all internal (mock), external examinations and BTEC examinations,
and other exams which teachers are not required to invigilate, at all key stages.
The Exams Officer is responsible for insuring the accuracy of all data and procedures throughout the year
which will impact exams procedures and planning. Timetable, rooming, term dates, external pupil trips,
parental communications, building maintenance and curriculum planning directly impact many aspects of
the role. The ability to build efficient relationships is crucial for the smooth running of this job.
Liaising with Head of Departments in relation to entering students identified by teaching staff for external
examinations using SIMS.
Providing information on examinations in an appropriate format for students, parents and staff alongside
dealing with security issues surrounding timetable clashes and the close supervision of affected students.
Collating entries for external examinations and communicating the required information to the
examination boards.
Managing the administrative requirements of coursework; Submitting final grades using the separate exam
board websites and assisting in the postage and tracking.
Liaising with appropriate school staff over examination entries, including access for students with particular
special needs and ‘special consideration’ applications as required by examination board regulations.
Working closely with the SENDCo to ensure that all Access Arrangement applications have been submitted
and that all published lists are correct.
Supplying the Finance Office with details of all costs relating to exams inc. exam fees, registrations, grade
reviews etc.
Liaising with examination boards and other external agencies as required.
Recruiting, training and managing a team of both internal and external invigilators.
Manage the receipt of examination results and to perform full support during the summer on result’s days
and afterwards to provide post exams provision including managing post-exam queries i.e. reviews of
results and complaints etc.
Responsible for the distribution of results and certificates, checking accuracy of personal details and grades
issued.
Administering requests for grade reviews, re-marking, return of scripts and complaints for processing by
exam boards.
Liaising with teaching and support staff, including maintenance, regarding the furnishing of appropriate
venues for the conduct of examinations.
Other clerical and administrative duties relating to the role of exams officer, in particular, the secure
storage and dispatch of examination materials as required by examination boards regulations.
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Main Duties









Supervising the safe use and storage of the exam dept. word processors, and organising their maintenance
and/or replacement with the IT department.
Preparing USB sticks and cover sheets for all candidates using word processors.
Acquiring and providing ad-hoc information as required.
Undertaking any other duties which may reasonably be regarded as within the nature of the duties and
responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a
permanent nature shall be incorporated into the job description in specific terms.
The Exams Officer must follow the regulations as set by the Joint Council for Qualification (JCQ)
The Joint Council for Qualifications will carry out multiple inspections each year, the Examinations officer
will be responsible for insuring the smooth and regulated running of exams to ensure a positive outcome
in all inspections.

Person Specification
Essential

Desirable

Qualifications
Educated to A Level standard or equivalent with a minimum 5 GCSE’s grade
A*-C including English and Maths.



Experience
Administration role



Previous experience of working in a school



Skills and Knowledge
Strong IT skills, especially excel, excellent inter-personal skills with the ability to
communicate effectively with a variety of people, accuracy and attention to detail



Excellent organiser



confidentiality



effective time management/prioritising



excellent telephone manner



ability to manage multiple tasks and deadlines



discretion, tact and confidentiality



Experience in the school’s database, SIMS (Schools Information Management
Systems).



Previous role in similar field.
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Benefits of working at Pathfinder
Pension Scheme

Employee Assistance Programme

As an employee of Pathfinder MAT you are offered
membership of either the Teachers’ Pension Scheme;
or for support staff, the Local Government Pension
Scheme. As well as employee’s paying contributions
into the scheme (banded, based on earnings level)
Pathfinder MAT also pays into the scheme on your
behalf at the following rates (regardless of earnings):

Making sure everyone
in Pathfinder Multi
Academy Trust team
gets the support they
need whatever their
worries, at home or at
work. The 24/7 confidential Employee Assistance
Programme offers specialist counselling and
information meaning everyone has support at any time.

Support Staff Pension Scheme
LGPS – Pathfinder MAT contributes
an additional 19.9% of your salary.
Teachers’ Pension Scheme
Pathfinder MAT contributes an
additional 16.48% of your salary.
For more information please visit:
www.teacherspensions.co.uk
www.nypf.org.uk

What does it provide?
The Employee Assistance Programme is available 24
hour a day, 365 days a year, is completely confidential
and provides support by telephone or online from
specialist call handlers and counsellors who understand
the demands of working in education. It provides:

 Emotional support and counselling

Cycle to Work Scheme

 Specialist information on work-life balance

For staff who wish to purchase a bike for the purpose
of travelling to work this can be done via Cyclescheme.
You purchase the bike you want via the scheme and
Pathfinder MAT pays the initial cost upfront and then
you pay for it directly from your salary on a monthly
basis (12 months is the usual duration). The deductions
for the cyclescheme are taken from your gross pay each
month so your taxable pay is lower than it otherwise
would be.

 Financial and legal information

For more information visit www.cyclescheme.co.uk

 Information on local services such as elder care

 Management consultation to support those
responsible for managing others

 Up to six sessions of face-to-face or telephone
counselling

 Access to online Cognitive Behavioural Therapy
(CBT)

and childcare

The Education Support Partnership experts assess each
call individually and decide what the best course of
action for each caller is, whether that be counselling,
online CBT or signposting to additional services.
Education Support Partnership Grants
A confidential grants service to help you manage your
financial and money worries to get you back on track
when you are struggling. If you are working in or
retired from the education sector and are suffering
financial problems caused by unemployment, ill
health, sudden life events, bereavement or a personal
injury the Education Support Partnership may be able
to help you.
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