Exams Support Officer
Tuition Extra Group
Location: Tuition Extra, Roper Yard (primary location, requirement to visit Haven Nook School and Maypole Farm as needed)
Reports to: Exams Officer
Salary: up to £26,000 FTE
Contract: Term Time
Role Purpose
The Exams Support Officer supports the effective delivery of all examination and assessment processes within the Tuition Extra Group. Working closely with the Exams Officer, tutors, teachers, support staff, students, and parents/carers, the post holder ensures exam arrangements comply with JCQ and awarding organisation regulations, and that all activities are conducted professionally, accurately, and confidentially.
The role combines administrative precision with strong communication skills and a commitment to safeguarding the integrity of the examination process.

Key Responsibilities
1. Communication & Stakeholder Liaison
· Communicate effectively with students, parents/carers, tutors, and support staff regarding exam arrangements, including invigilation schedules, NEA coursework processes, submission deadlines, and exam-related data.
· Respond promptly to enquiries relating to exam entries, access arrangements, and assessment procedures.
· Provide clear written and verbal information to ensure all stakeholders understand exam expectations and timelines.

2. Confidentiality & Data Handling
· Handle sensitive information, including assessment materials and candidate data, with the highest level of confidentiality.
· Maintain secure and accurate records in accordance with Data Protection regulations, Awarding Organisation and  JCQ requirements.
· Ensure all exam-related data and documentation is stored, shared, and disposed of appropriately.

3. Compliance & Exam Integrity
· Work alongside the Exams Officer to ensure full compliance with JCQ regulations and Awarding Organisation guidance.
· Assist with implementing policies, processes, and checks that safeguard the integrity of all internal and external exams.
· Contribute to preparing documentation, evidence, and records required for inspection or audit purposes.

4. Examination Access Arrangements
· Work alongside the SENDCo to submit online applications for approval, via the Access Arrangements Online (AOO) portal, adhering published deadlines.
· Maintain secure files for each eligible candidate containing required evidence e.g. teacher feedback, proof of normal way of working and diagnostic reports.
· Ensure all arrangements are in place before a candidate’s first exam in adherence with JCQ and Awarding Organisation regulations.
· Working alongside the SENDCo ensure that all invigilators and exam support staff, e.g. readers, scribes, prompters, are trained and aware of the rules governing their role.
· Brief invigilators on specific arrangements for individual candidates on the day.

5. External Verification & Inspections
· Work alongside the Exams Officer to prepare for external verification visits and JCQ exam inspections throughout the exam cycle.
· Assist in collating required documentation, ensuring secure storage, and facilitating smooth inspection processes.

6. Invigilation Recruitment & Support
· Assist with the recruitment, onboarding, and administrative processing of exam invigilators.
· Support with training coordination, ensuring invigilators are briefed on JCQ-compliant procedures and the centre’s expectations.
· Maintain an up-to-date invigilator contact list and availability records.

7. Invigilation Coordination
· Organise, book, and timetable invigilators for all exam sessions.
· Prepare and distribute invigilation schedules, ensuring sufficient cover for each assessment.
· Communicate any changes promptly and professionally.

8. Exam Materials & Secure Storage
· Check, monitor, and record the receipt of all examination papers and confidential materials in line with JCQ regulations.
· Log contents accurately and ensure materials remain secure at all times.
· Report any discrepancies or concerns immediately to the Exams Officer.

9. Exam Room Preparation
· Assist in setting up examination rooms in compliance with JCQ exam conditions.
· Ensure all required stationery, materials, seating plans, notices, and equipment are available and correctly displayed.
· Check room readiness in advance of each session.

10. Exam Delivery
· Support the starting of internal and public examinations, including reading out instructions, settling candidates, and ensuring conditions are met.
· Working closely with the SENDCo, ensure that eligible candidates receive their exam access arrangements in compliance with JCQ regulations.
· Be present during exam sessions to help resolve issues such as candidate queries, emergencies, or irregularities.
· Working alongside the SENDCo and Exams Officer, manage any temporary or emergency access arrangements, including special consideration submissions to the Awarding Organisation.

11. Script Handling & Despatch
· Assist in collecting, checking, and packing completed exam scripts following each session.
· Ensure secure storage and timely collection by couriers or awarding bodies.
· Maintain accurate logs of script despatch and returns.

General Administrative Duties
· Provide wider administrative support to the Exams Officer and Tuition Extra Group where required, including data entry, filing, communication tasks, and reporting.
· Support the Tuition Extra Group, where required, with maintaining accurate student records, assessments, and documentation.
· Contribute to continuous improvement of exam-related processes and systems.

Person Specification
Essential
· Strong administrative and organisational skills
· High attention to detail and accuracy
· Ability to handle confidential information responsibly
· Clear and professional communication skills
· Ability to work under pressure during exam periods
· Commitment to JCQ compliance and exam integrity

Desirable
· Experience in an educational or exams setting
· Familiarity with JCQ regulations
· Experience coordinating staff or rotas
· Knowledge of SEND and alternative education environments




Safeguarding 

The organisation is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment. This role is subject to enhanced DBS checks and ongoing safeguarding training. 

