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	Job Title:   Examinations Manager
Reporting to: Head of MIS & Funding 
Base: The Roundhouse with travel to other campuses as required

	Hours 37 hours per week, 52 weeks per year
Contract Type Management
Holidays 35 days per year; plus 6 College closure days per year where applicable and 8 statutory days            
Salary £42,153 per annum

	Job Purpose
To provide strategic and operational leadership of the College’s examinations and assessment services, ensuring an outstanding, compliant, and student-centred examinations experience across all campuses. Drive continuous improvement, develop and lead a high-performing team, monitor emerging regulatory changes, assess organisational impact, and ensure the college meets all awarding organisation and JCQ requirements. 

	Key Responsibilities
· Responsible for the delivery and continuous improvement of examination services across multiple campuses, supporting students undertaking academic, vocational, technical, and higher education qualifications.
· Act as the College’s designated lead for examination compliance, ensuring adherence to JCQ, awarding organisation, data protection, and regulatory requirements.
· To lead the development, implementation and continuous improvement of examinations policies, procedures, and systems, ensuring efficient and effective operational processes that meet College, Awarding Organisation and JCQ requirements and maintain full regulatory compliance. 
· Maintain expert knowledge of examinations requirements, regulations and best practice across all relevant qualification types and awarding organisations.
· To lead and be responsible for the end-to-end delivery of the College's examination timetable, staffing and operational arrangements, ensuring examinations are conducted efficiently, compliantly and in accordance with Awarding Organisation and JCQ regulations.
· Provide expert advice and guidance to curriculum and support teams on examinations processes and regulations.
· Directly manage the Examinations Team and wider invigilation workforce, including recruitment, induction, training, performance management, development, succession planning, and deployment to ensure the effective delivery of all examinations and assessments.
· Build credibility and influence decision-making across diverse stakeholder groups, balancing operational requirements with organisational priorities.
· To be responsible for the accurate recording, maintenance and communication of student achievements and qualification outcomes, ensuring examination systems and the ILR module are updated within required timescales.
· To consult with the Regulation Manager in respect of qualification approvals, internal management of qualifications and claims, particularly where risks are identified.
· To be responsible for the production, maintenance, and communication of the annual examinations calendar, including examination timetables, awarding organisation and JCQ deadlines, and key dates for registrations, entries, amendments, certification claims, results, and post results ensuring that all stakeholders are informed and able to meet required timescales.
· To act as the College lead for the investigation and management of examination-related complaints, suspected malpractice, and maladministration, consulting with Awarding Organisations and other stakeholders as required to ensure that all cases are managed fairly, thoroughly and in accordance with JCQ and Awarding Organisation regulations.
· To be responsible for the production, analysis, and reporting of all examination data, ensuring the provision of accurate and timely management information to support operational decision-making, performance monitoring, and statutory reporting requirements.
· To be responsible for the verification and approval of examination-related timesheets and invoices, ensuring the accurate recording of hours worked, appropriate expenditure control and compliance with college financial regulations.
· To be responsible for managing JCQ inspections and centre reviews, acting as the primary liaison with inspectors, coordinating the College's response, and ensuring that any recommendations or actions arising from inspections are implemented and monitored appropriately.
General Responsibilities
· Promote and support the development of the College’s Equality and Diversity policies, procedures, and practices as they relate to staff and learners.
· Develop effective contact, liaison, and working relationships with colleagues in the College. 
· Maintain a good understanding of Agency Funding Rules which impact on data processing i.e. Education Skills Funding Agency and Awarding Organisations.
· To engage in professional development to ensure that professional contributions are up to date.
· Participating actively in the performance management framework, agreeing objectives, attending reviews, and undertaking Staff Development as required.
· To provide a professional customer service to both internal and external customers.
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.
· To undertake risk assessments for any new activity and to ensure risk assessment checks are conducted for any ongoing activity.
· Demonstrate flexibility in responding to changing demands in personal, team or College workload. 
· To perform any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.
· Committed to supporting the College's sustainability values and considering environmental impacts in day-to-day activities.

Management responsibilities  
· Responsible for implementing and monitoring College and individual department policies/procedures to ensure the health, safety, and welfare of all persons within your area of control. 
· Ensure that all persons within your area of control are provided with appropriate information, instruction, training, and supervision so as not to compromise their health, safety, or well-being.


	Person Specification 

	Competencies

Essential 
· Excellent communication and relationship-building skills, with the ability to engage effectively with internal and external stakeholders at all levels to achieve key objectives.
· Strong analytical and problem-solving abilities, including interpreting statistical data, producing reports and presentations, and delivering solution-focused outcomes.
· Highly proficient in IT systems and process improvement, with the ability to review, develop, and enhance systems, while supporting the development of others.
· Effective leadership and influencing skills, with the ability to negotiate, drive change, and maximise organisational performance.
· Able to work flexibly to support the delivery of examinations and associated processes throughout the academic year, including occasional early starts, late finishes, and additional hours during peak operational periods such as examination series, results days, and enrolment.

	Knowledge & Experience 

Essential
· Considerable experience of managing examinations services within a complex educational environment, including responsibility for compliance, operational delivery, and staff management.
· Thorough knowledge of JCQ and AO regulations, instructions and guidance and their application within an educational setting.
· Knowledge of examination and management information processes and systems across a range of academic and vocational qualifications.
· Managerial/Team Leader responsibility within an educational examinations department
· Experience of delivering accurate, detailed, and compliance-driven examinations administration within an educational setting
· Experience of investigating and managing examination-related complaints, malpractice, or maladministration cases
· Experience of leading and developing staff, including performance management, recruitment, training, and workforce planning.
· Experience of working directly with Awarding Organisations to support examination delivery, achievement processing, and regulatory compliance.


Desirable
· Understanding of funding in Further Education and the impact of data requirements on funding
· Experience working within a Further Education College
· Experience of T-Levels, Apprenticeships, and vocational qualification administration
· Experience of managing JCQ inspections or external quality reviews


	Qualifications
Essential
· Level 2 maths and English
· Ability to travel between college campuses as required.

Desirable
· Level 2 or above IT qualification
· Management qualification or willingness to work towards one
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