
 
 

 
 

 

 
CTK Emmanuel 

Blackheath, SE13 5GE 
CTK St Mary’s 

Sidcup, DA14 6BE 
CTK Aquinas 

Brockley, SE4 2NL 

 

We are keen to appoint two enthusiastic Exams Assistants with a genuine passion in supporting students to achieve 

their full potential. The posts will be based at either the Emmanuel or St Mary’s site, where you’ll be central to our 

mission to help London’s most ambitious students achieve success. 
 

Exams Assistants X 2 (Fixed Term) 
Start Date: Immediate 

Salary range: £20,592 (inclusive of London Weighting) pro rata 
 
Christ the King Sixth Forms is a family of three highly successful sixth forms located in south east London and Kent.  
Offering exceptional, expert teaching in a welcoming, friendly atmosphere, each CTK sixth form creates an 
environment where high achievement is promoted and attained. Our students are talented, motivated and 
academically able young people, with highly ambitious university and career aspirations. 
 
We are now looking for two outstanding Exams Assistants to assist the Examinations Manager with the administration 
and organisation of all aspects of external examinations in accordance with the regulations set by the awarding bodies. 
Duties will include managing the daily running of external examinations, ensuring that all rooms are set up in advance 
and arrangements for candidates with special educational needs are in place. 

 
This is a full-time, fixed term, part year contract, to support during the exam period. Working hours are 36 hours per 
week worked over 30 days (approx. 6 weeks). The post holder will be located at either our Emmanuel or St Mary’s site, 
if you do have a preference, please state this in your cover letter. 

 
Join us to be inspired, be extraordinary, and be the best you can be. 

 
For an application form and further details, please visit the vacancies page of our website 
https://www.ctk.ac.uk/vacancies/ 

 
If you have any queries, please contact us at recruitment@ctksfc.ac.uk or 02082979433. 

 
 

Closing Date: 10am on Monday 9th May 2022 
(Interviews will be arranged as suitable 

applications arrive) 
 

Christ the King Sixth Forms is committed to the safeguarding and welfare of young people. An enhanced DBS check will be undertaken for the 
successful applicant along with appropriate child protection screening, as per safer recruitment guidelines. 
 
 
 

https://www.ctk.ac.uk/vacancies/
mailto:recruitment@ctksfc.ac.uk


 
Job Description and Person Specification 

 
Job Title:   Administrative Assistant (Exams) 
 
Responsible to:   Exams Manager 
 
Core Job Purpose: To assist the Examinations Manager with the administration and 

organisation of all aspects of external examinations in 
accordance with the regulations laid down by the awarding 
bodies. 

 
 
This main activities and responsibilities are to: 

 
1.1 Liaising with all staff, (e.g. Co-ordinators, teachers, Additional Learning Support) 

regarding entries for GCSE, GCE and other public examinations. 
 

1.2 Disseminating information, answering enquiries regarding external examinations 
with staff, students and invigilation staff. 
 

1.3 Managing the daily running of external examinations. This will include ensuring that 
all required materials are in the examination rooms for the start of the examinations 
and arrangements for candidates with special educational needs are in place – 
working closely with the ALS department. 
 

1.4 Organising exam materials, providing safe custody of and organising examination 
stationery and materials, including question papers, in accordance with regulations.   
 

1.5 Organising the examination rooms, in accordance with regulations.   
 

1.6 Facilitate examination clashes in accordance with regulations.   
 

1.7 Briefing candidates on examination regulations; ensuring candidates are aware of 
the JCQ rules and guidance. 
 

1.8 Collecting and despatching worked scripts in accordance with the regulations.    
 

1.9 Oversee and supervise invigilation team and ensuring that all regulatory procedures 
and processes are adhered to. 
 

1.10 Being present and available during the examination series and to be available around 
when results are notified, and assisting with the distribution of results to candidates.   
 

1.11 Liaising with the Exams Manager to process enquiries about results, remarks and 
requests for return of scripts.  
 

1.12 Understand the JCQ inspection service and its requirements.  To be inspection ready 
at all times.  
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1.13 Encouraging a positive examination culture. 

 
1.14 Taking part in professional development activities including appraisal. 
 
1.15 Promote equal opportunities for students and staff. 
 
1.16 Undertake other tasks as required by the Deputy Principal or Executive Principal after 

due consultation. 
 
This job description may not necessarily be a comprehensive description of the post.  It may 
be reviewed and subject to modification or amendment at any time after consultation with 
the post holder. 
 
2 Person Specification/Selection Criteria 
 
The post-holder will be expected to be able to demonstrate the following attributes: 

 
2.1 An understanding of, and support for, the Catholic ethos of the Sixth Form. 
 
2.2 A good standard of education to A Level or equivalent.  
 
2.3 A sound knowledge of examination systems and an ability to adopt systematic 

procedures that support delivery. 
 
2.4 Highly proficient in the use of Microsoft Office applications especially Word, Excel and 

PowerPoint as well as apps within Office 365 such as Teams, Forms and SharePoint, as 
they apply to general administration and to the examinations service. 

 
2.5 The ability to deal with large volume tasks whilst maintaining a close check on detail. 
 
2.6 The ability to work with and manipulate data and to produce reports for a range of 

purposes 
 
2.7 The ability to work collaboratively in a busy office and the ability to complete tasks 

independently within agreed timescales. 
 
2.8 Strong organisational and time management skills, with the ability to prioritise tasks. 
 
2.9 The ability to work calmly under pressure, in particular during the periods of public 

examinations and the flexibility required with regard to the hours worked during the 
course of the busy examination activities. 

 
2.10 A good confident manner and high level oral and written communication skills. 
 
2.11 A high level of interpersonal skills and the ability to work effectively in a team and with 

a range of people. 
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2.12 An awareness of the need for personal development, both as a member of a team and 
as an individual; a willingness to participate in INSET and appraisal. 

 
2.13 The ability to communicate well with young people and to have an understanding of 

some of the challenges they face. 
 

 


