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JOB DESCRIPTION
		
	General Details


	Job Title
	Exams Team Leader

	Vacancy Number
	VN0177/26

	Department
	MIS & Exams 

	Reporting to
	Head of MIS and Exams

	Responsible for 
	4 direct reports and Bank Invigilators

	Place of work
	Main Campus, Wellington

	Tenure
	Permanent

	Hours/FTE
	Full time

	Salary
	£37,728

	Terms & Conditions
	Business Support

	DBS
	Enhanced

	Closing Date
	03/07/2026 @ Midday

	Interview Date
	13/07/2026



Our Vision is to be a world class college underpinned by our core values of  ambition, respect and connection

Our Mission is to deliver the highest quality of education and training for our communities.


The Role

To support the management and continuous development of all aspects of the College’s examinations service, guiding the exams officers on a day-to-day basis across the colleges multiple campuses. With lead responsibility for all Full-Time student examinations and oversight of all other examination, ensuring the college is fully compliant with awarding body, audit and inspection requirements in conjunction with the Head of MIS and Exams.

Main duties and responsibilities:

The successful applicant will be expected to:

· Develop and maintain a customer-focused approach creating an effective examinations service.  Acting as a strong team role model delivering a high-quality service to both staff and students.  Providing technical and motivational leadership.

· Lead on the running of the College’s examination function, reviewing procedures to meet changing regulatory and awarding body requirements ensuring that the information needs of curriculum teams are met.

· Work with the Head of MIS and Exams and colleagues to streamline processes, develop new procedures and systems ensuring that the MIS system is used effectively and efficiently.

· Co-ordinate examinations across multiple sites, overseeing examination paper delivery, storage and collection, in line with JCQ requirements across multiple sites. 
· Be a pro-active line manager and an excellent and inspiring role model for all staff.
· Provide positive leadership and ensure effective communication with all staff promoting effective team working.
· Undertake performance management and appraisal for staff within the post holder’s area of responsibility and manage the process of probation of new staff. Act on the outcomes and link to training and development plans.
· Take prompt and decisive action if a member of staff is under-performing, in line with the College’s HR and Quality procedures.
· Participate in the recruitment and selection process for new staff in conjunction with Line Manager.
· Report and manage staff absence. 

· Administer all external and internal examinations within area of responsibility ensuring that all exam entries and registrations are made in a timely, accurate and efficient manner, liaising with staff and students as required and supporting curriculum staff to submit exam registrations/claims. 

· Ensure effective and efficient scheduling/rooming for all GCSE/A-level/T-level exams including monitoring all timetable/clashes and overnight supervision

· To apply for access arrangements and special considerations maintaining evidence requirements for all qualifications within area of responsibility.

· Ensure that all exam system upgrades (i.e. SECURE ASSESS, POP) are completed on time and in conjunction with the ICT Support.

· Understand the administration of apprenticeship examinations to support in peak periods if necessary. 

· Within area of responsibility manage the efficient timetabling of all examinations and required resources to maintain an effective examinations process.  Assuring room suitability and compliance with awarding body regulations.

· Organise invigilation and supervise/manage the College bank invigilators assisting with recruitment and training in line with JCQ and Awarding Body regulations ensuring best practice.  Monitor the invigilation budget to maintain financial control.

· Keep up to date with the latest JCQ procedures and awarding body regulations.

· To be responsible for compliance with regulatory body and JCQ requirements ensuring best practice including but not limited to the security, storage and distribution of examination/ assessment materials and resources, including monitoring and recording of receipt of examination papers/scripts and ensuring the secure disposal or distribution of past papers.

· General administration - Collate exam papers, prepare exam packs and dispatch completed papers to examining bodies including the subsequent tracking and distribution of the results and certificates.  To maintain an efficient filing system associated with all aspects of examinations including ensuring all Exam notice boards are up to date.

· To be the primary contact with Awarding Bodies regarding the administration of all examinations at the College (excluding apprenticeship exams).

· Perform general exam duties, invigilation, analysis and general administrative duties across the wider MIS functions as required.

· Provide excellent customer service in answering queries from staff and students regarding a wide range of queries relating to the examination process.

· To be responsible for the timely processing and publication of examination results, ensuring accurate data entry in the College MIS system. 

· Administer post result services i.e. reviews of marking.

· Assist with the organisation, administration of student results days - liaising with relevant parties and distributing documentation as required.

· Provide support as required with preparations and management of both internal and external audits. 

· To assist with checking all previous year achievement data is correct and with the DFE performance table exercise.

· Disseminating information, answering enquiries and dealing with complaints regarding examinations.

· Provide assistance at college functions such as information evenings (December, February and June) and enrolment (September).

· You may be required to work occasional early mornings or evenings to cover exam invigilation requirements and flexibility is expected during the main exam seasons.


Other Corporate Responsibilities:

· Reflect the vision, mission, aims and values of the College.

· Always strive for continuous improvement in your professional practice and delivery of outcomes. 
· Participate in the College’s appraisal process and engage in continuous professional development. 

· Be compliant with Data Protection Act arrangements and confidentiality.

· Identify the financial, health and safety, equality, safeguarding, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.

· Carry out such other duties as may reasonably be required from time to time.

· Carry out all the duties in the context of the practical application of the College’s equal opportunities policy, child protection and safeguarding policy and acting responsibly at all times in order to maintain the health and safety of yourself and others.

This Job Description is current as the date shown. It is liable to variation to reflect changes in the job.


PERSON SPECIFICATION


	
	Essential
	Desirable
	Evidence

	
1. Effective interpersonal skills with students and staff at all levels both internally and externally
 
	
	

	

A/C

	
2. Prior experience of working in an examinations department

	
	
	
A/I

	
3. Experience of working in a busy customer focused office

	
	
	
A/I

	
4. High level of commitment and willingness to work flexibly, in particular during the periods of public examinations

	

	

	
I

	
5. Highly organised with excellent attention to detail able to meet deadline and respond positively to a changing, fast-moving work environment.  Including the ability to resolve conflicting priorities.
 
	

	


	
A/I

	
6. Ability to lead, motivate and develop others in a team environment

	

	

	
A/I

	
7. Knowledge of JCQ and awarding body regulatory requirements

	

	

	
A/I

	
8. A sound background knowledge of administrative systems and an ability to create systematic procedure that support delivery

	

	
	
A/I

	
9. Ability to manage own workload

	

	
	
A/I

	
10. Ability to meet deadlines

	


	
	
I

	
11. Ability to work calmly under pressure, remaining approachable

	

	
	
I

	
12. Capacity to find solutions and resolve issues 

	


	
	

I

	
13. Effective interpersonal skills with students and staff at all levels both internally and externally

	


	
	

	
14. An understanding of and commitment to diversity and equality of opportunity

	

	
	
I

	
15. Knowledge and/or competencies of health and safety as relevant to the post and a commitment to safeguarding the health and safety of learners and others

	

	
	
I

	
16. Level 2 qualification (GCSE A* - C, or equivalent) in maths and English or a willingness to attain these qualifications with the support of the College 

	

	
	
A/C


































ADDITIONAL INFORMATION

Conditions of Appointment

All Appointments to the College are subject to:
· Verification of relevant qualifications
· Receipt of references considered suitable by the College
· Verification that you are legally permitted to work in the United Kingdom
· Disclosure & Barring Service (DBS) Checks

The College’s policy is to have an enhanced disclosure check for all posts. As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of trust, the College complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  The College has a written policy on the recruitment of ex-offenders which is available from Human Resources.

Equality and Diversity 

The College is an equal opportunities employer and encourages applications from all sections of the community.

The College welcomes applications from persons with disabilities and will interview any person with a disability who meets the essential criteria for the role as outlined in the person specification.
 
Safeguarding

The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

Location

The postholder will be required to carry out their duties on the College premises.
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