
 
 

APPOINTMENT OF  

EXAMINATIONS OFFICER 
Following the announcement of retirement of our current Examinations Officer, we are 
seeking to recruit a well organised and efficient individual to oversee all aspects of public and 
internal exams within the School. 
 

JOB DESCRIPTION  
 

Main duties and responsibilities: 

 Fully responsible for all arrangements for all external exam entries including GCSE, A 
Level, Pre-U and International Baccalaureate (IB). 

 Overseeing all arrangements for all year groups internal examinations. 

 Collating and processing all exam entries from Heads of Departments. 

 Overseeing candidates checking entry details to be sent to awarding bodies. 

 Ensuring the school remains complaint with all JCQ or individual examination board 
rules. Adhering to all awarding bodies guidance and regulations. 

 Reviewing and updating Exam Policies as well as ensuring the Senior Leadership 
Team, Heads of Departments and subject teachers are aware of changes. 

 Briefing staff and candidates on exam policies and requirements. 

 Keeping up to date with policies, procedures and training as directed by examination 
boards and the Joint Council for Qualifications (JCQ). 

 Recruiting, inducting and training chief invigilators. 

 Overseeing the running, collation, submission and authentication of all non-
examination assessments (NEA) by subject leaders. 

 Ensuring all invigilating staff receive correct and appropriate training. 

 Booking examination venues, checking appropriate equipment and resources are held 
for the conducting of examinations.   

 Organising and arranging chief invigilators and details for assistant invigilators to 
oversee examinations. 

 Ensuring the Health & Safety of candidates during examinations. 

 Liaising with the SENCo and SLT to organise and ensure appropriate access 
arrangements for the support of candidates with special requirements. 



 Ensuring pupils are given the necessary information and guidance about external 
examinations in a timely fashion. 

 Working alongside SLT, ensure all special consideration requests are submitted to the 
awarding bodies by appropriate deadlines. 

 Identifying and resolving exam clashes via sequestration. 

 Checking administration for daily exams is correct. 

 Dealing with queries from exam boards. 

 Working with Finance to submit correct billing information for examination fees. 

 Being available on results days and the immediate days before and afterwards in order 
to download results securely and disseminate them appropriately in a timely fashion.  

 Working alongside SLT and other senior staff, identifying and resolving any concerns 
with regard to examination results. 

 Dealing with issues relating to appeals or remarking. 

 Producing information for analysis on examinations. 

 

Additional Work Elements 

During the examination season (start of public examinations until the end) being flexible and 
aware of the need to respond out of office hours in order to react to adverse circumstances 
with regard to examinations, pupils and staff.  This may include working additional hours for 
which time off in lieu will be given. 

Any other duties which may be regarded as within scope of the role and responsibilities 

 

PERSON SPECIFICATION 
 

Experience  Experience with awarding bodies as an Exams Officer, 
Chief Invigilator, Examiner or Teacher (desirable). 

 Experience of working in a school environment  

 Experience of compliance in a regulated sector 

Qualifications  Professional administrative experience. 

Skills & Abilities  Highly organised with an ability to plan in advance. 

 Good team working skills, confident and clear in written and 
oral communication or instructions. 

 Remain calm under pressure. 

 Excellent IT skills, use of the MIS system to generate 
seating plans, examination timetables, examination entries, 
rooming and examination results. 

 Excellent communication, influencing and negotiation skills. 



THE SCHOOL 
 
King Edward VI founded Christ’s Hospital in 1552 to take the poor children from the streets 
of London and provide shelter and education for them.  Throughout over 460 years of social 
and economic change, Christ’s Hospital has remained true to its founding principles.  It now 
provides high quality boarding education for children who, but for Christ's Hospital, would not 
have the chances in life that their potential deserves. 
 
When Christ’s Hospital was founded, boys and girls were based in what had been the Grey 
Friars’ Priory in Newgate Street, but the girls and some of the younger boys were relocated 
to Hertford in the 17th Century. The boys at the Newgate campus were moved to the 
Horsham site in 1902 and were joined here by the girls in 1985.  Christ's Hospital retains 
strong links with the City of London and many City Livery Companies provide financial support 
to pupils at the School.  The School retains many of its ancient traditions, including the 
everyday use of its unique Tudor uniform, known as ‘Housey’ and Band Parade six days a 
week. 
 
881 pupils are enrolled at Christ’s Hospital for the 2019-20 academic year with a 50/50 mix 
of boys and girls.  All are boarders apart from a small number of staff children and day pupils. 
The main intake each year is at Year 7 (11 years of age) with a small number joining at Year 
9 (13+) and 40 to 45 new pupils joining in the Sixth Form. A balanced pupil population is a 
feature of the School, and we admit children from a wide range of backgrounds. Our selection 
is based on academic ability, talent in some combination of music, art, drama and sport and 
the potential to benefit from a first class boarding education. However, the over-riding 
principle of the admissions process is to help those with need, whether that need be financial, 
familial or educational. 
 
The School offers a traditional academic education and our expectations of pupils are high.  
We achieve excellent standards, with 90% of pupils gaining places at Oxbridge, Russell 
Group universities, art colleges or music conservatoires.   
 
Currently, over 60% of the cost of running the School is funded by Christ’s Hospital’s 
charitable Foundation, with the balance coming from grants from a variety of sources and 
from fees.  Around 75% of pupils receive bursary support; 13% pay no fees at all and just 
over 20% pay full fees.  The resultant mix of pupils is refreshingly down to earth and there is 
a strong desire to make the most of the opportunities on offer at Christ’s Hospital. 
 
The school has a proud tradition of sporting achievement and runs an active and successful 
broader curricular programme which includes CCF and the Duke of Edinburgh Award 
Scheme.  Music is outstanding and in addition to the Marching Band, there is a large and 
impressive Chapel Choir, plus various orchestras, classical ensembles and jazz groups. 
Drama flourishes with regular productions in the purpose-built 600 seat theatre and the Art 
School produces work of unusual quality. 
 
The lesson timetable is planned across a two week period (i.e. Week A and B), which is 
spread across six days, with five lessons on Saturday morning and games or activity sessions 
on three afternoons each week including Saturday.  The school works on a three weekly 
cycle, with a leave weekend or longer break at the end of every three week period.   
 
  



SAFEGUARDING, PERSONAL & PROFESSIONAL CONDUCT 
 
All staff are required to follow published statutory guidance and the School’s Child Protection 
and Safeguarding Policy at all times and to share in the corporate commitment to promoting 
the safety and welfare of students. 
 
In addition to a thorough understanding of safeguarding procedures, staff are expected to 
demonstrate consistently high standards of personal and professional conduct.  We will 
require evidence of: 

 Eligibility to work in the UK 

 Full understanding of safeguarding requirements and how teachers promote the 
welfare of children 

 Commitment to implementing whole school/staff policies relating to the safeguarding 
of children 

 
We must be able to obtain satisfactory: 

 Enhanced DBS  

 validated references 

 fitness for work 

 overseas police checks (where applicable) 
 

REMUNERATION 
 
This is a full time (40 hours per week), year round permanent position commencing in June 
2020.  The salary range in £25,000-£29,000 depending on skills and experience.  Benefits 
include 31 days’ (includes all public holidays) , a stakeholder pension scheme for eligible 
staff, free on-site parking, free lunch during term-time and low cost membership of the on-
site Sports Centre. 
 

APPLICATION PROCEDURE 
 
Please go to www.christs-hospital.org.uk/about-ch/vacancies/, where you will find an 
application form. 
 
The completed application form should be sent to: 
  Human Resources Department, 
  Christ’s Hospital, 
  Horsham, 
  West Sussex 
  RH13 0LU 
Email: hr@christs-hospital.org.uk 
 
and should include the names, addresses and telephone numbers of two professional 
referees.  We are unable to accept CVs alone but you may submit a CV along with the 
completed application form if you would like. 
 
  

http://www.christs-hospital.org.uk/about-ch/vacancies/
mailto:hr@christs-hospital.org.uk


The closing date for applications is 9am Friday 31st January 2020.  Interviews of the 
short-listed candidates will be held at the School in mid-February 2020. 
 
If you have any queries about this position, please call the Human Resources office in the 
first instance on 01403 246635. 
 
 

 
 
Simon Reid, 
Head Teacher        January 2020 


