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Post Title:   Exams Administrator     

Reporting To:   Head of Data Services 

Salary:          Up to £22,872 per annum  

Hours:                  Full-time, 37 hours per week                          Holidays:  29 days per annum plus bank holidays 

The Specific Nature of the Role 

 

Exams Administrators will perform a wide variety of tasks which support the College’s overall examination and assessment operations which relate to the 

annual exams calendar.  Exams Administrators will be expected to embrace change in their roles and to provide information in an accurate, timely and 

complete manner at all times. 

 

Main Duties and Responsibilities 

 

• Accurately process/data entry of exam registrations, entries and claims in accordance with awarding body and college regulations and deadlines and 

communicate these to all appropriate parties 

• Enter, maintain and query student details onto computerised and manual records, using both Awarding Body web-based systems and College 

Management Information Systems.  

• Providing administrative support on examination issues such as entering students for exams, arranging exam sessions – rooms, papers and invigilators, 

creating exam packs, despatching exam scripts, processing and recording results and answering student queries. 

• Maintain the Examinations Office in accordance with JCQ Regulations to allow secure and organised receipt and dispatch of exam papers, scripts and 

any other examination materials. 

• Recording and checking of achievements onto the College’s Management Information System. Ensure the claiming of certification is processed in a 

timely manner, and work with stakeholders to deal with any related queries efficiently. 

• Acquire and maintain up to date knowledge of exams systems, Awarding Body and JCQ regulations and work with the Examinations Officer to ensure 

any changes and developments that affect the delivery of service in the Examinations Sector are implemented 

• Receive and distribute candidates’ results and certificates and resolve issues that may arise from results in accordance with the relevant awarding body 

procedures 

• Work flexibly as part of the examinations team, contributing to the delivery of efficient data processes, systems and procedures, in order to ensure that 

a high quality support service is provided to staff 

• Be trained as an invigilator and allocate other invigilators to examinations and assist the Examinations Officer with ensuring invigilators are trained to 

carry out their duties in accordance with JCQ regulations 

• Promote and implement the policies of the corporation to ensure the efficient operation of its business and the welfare and interests of its students and 

employees commensurate with the grade of the post 

• To perform such duties consistent with the position as may be required by the Principal from time to time. 

Job Description: 



 

 

 

Post Title: Exams Administrator   

It is expected that the successful candidate will be able to meet the following criteria: 

 

Criteria Essential (E) or 

Desirable (D) 

Where assessed 

1. Fit in with the College’s behaviour expectations and ethos E i, ii and iii 

2. Educated to GCSE grade C/4 in English and maths, or equivalent E i 

3. Educated to NVQ Level 3 in Business Administration E i 

4. Has excellent knowledge of Microsoft Office suite E i, ii & iii 

5. Working knowledge of examination systems D i 

6. Good IT skills particularly College based systems D i 

7. Good organisational/administrative skills E iii 

8. Ability to work effectively as a member of a team E iii 

9. Ability to use own initiative when necessary E iii 

10. Ability to be flexible and adapt to changing circumstances E iii 

11. Ability to meet deadlines E iii 

12. Excellent customer service and administration skills E iii 

 

i – application form/letter (qualifications to be verified if successful) 

ii – work-related activity 

iii – interview 

 

Person Specification 


