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Exams Officer 

 

G7: £24,933 - £26,805 based on FTE of 0.8991 

36 hours per week 

Term Time Only + 2 weeks in August (41 weeks per year) 

 

 

Dear Applicant 

We are looking for a reliable and responsible exams officer, with excellent attention to detail, to 
join our growing team at Whitefriars School. 

The ideal applicant will be well informed about current exam processes and procedures. You will 
be liaising with various exam boards for both GCSE and A level exams and will play a crucial 
role in the administration of our exams, establishing sound processes and procedures as our all 
through school approaches its first set of secondary level examinations in the academic year 
2019/20. 

You will ensure efficient and effective arrangements for internal and external exams at 
Whitefriars School, making sure that we meet the requirements of examinations boards and our 
candidates.  

You will be flexible, have excellent communication, interpersonal, data analysis and ICT skills 
and be able to work under pressure to meet deadlines. 

Experience is preferred but training is available for the right candidate. 

We are committed to safeguarding and promoting the welfare of children. All candidates will be 
subject to an Enhanced Disclosure and Barring Service (DBS) check.  

Thank you for your interest in our trust - we look forward to receiving your application. 
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