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Our ref:   MD/EDE
Date: May 2022
Dear Candidate
RE:  Exams Officer
Thank you for expressing an interest in the position of Exams Officer within our school.  I hope that you find the enclosed information useful as you find out more about our exceptional school and community.

This is an exciting position for a suitably qualified candidate and you will be part of a forward thinking, dynamic and highly successful team. Our school has a great history with our community and long record of success. Please find enclosed the following information to help you formulate your application:

	· Copy of advertisement

· Person Specification 

· Job description 
	· Application Form
· Head Teacher’s Welcome




If you are interested in applying for the post, please complete the application form and submit a full letter of application of no more than 2 sides of A4, font 11, by 10am on Thursday 7th July 2022 either via e-mail to jobs@phs.cheshire.sch.uk or by post addressed to Liz Derham, Personnel Officer, Poynton High School, Yew Tree Lane, Poynton, Cheshire SK12  1PU. Interviews will take place soon after this date.
I hope that your research leads you to the conclusion that you wish to be a part of our team and therefore I look forward to receiving your letter of application. If you have any questions or queries about our school, or the application process, please do not hesitate to e-mail jobs@phs.cheshire.sch.uk.

Poynton High School is a true learning community and passionately believes in empowering its staff in order to empower its students.  We have truly outstanding students whose behaviour and thirst for learning is second to none.  Our strongest resource is our staff and therefore we require passionate, rigorous and dedicated professionals to ensure continued excellence.  
We look forward to receiving your application and working alongside you through this recruitment process. 

Yours faithfully
Matthew Dean
Head Teacher
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	POYNTON HIGH SCHOOL
GENERAL INFORMATION FOR APPLICANTS

FROM

THE HEAD TEACHER




Thank you for your interest in working at our school.  Poynton High is a great school, full of inspirational young people and exceptionally talented staff.  As Head Teacher I am proud to have such a supportive, expert and engaged staff team and I hope that you will wish to move forward on your application and look to join us in due course.  
Our school has served the families of Poynton, Disley, Adlington and surrounding areas since 1972 and we lie at the heart of this community’s learning needs.  We pride ourselves on our vision as a school which serves our whole community and which works in partnership with our colleagues in other schools.  We have approximately 1400 students in Years 7 to 13 and offer a wide range of A levels in our successful Sixth Form.  We are very proud of our academic success and the significant progress that students make from the time they join us.  

Our staff support our students in an extra-ordinary range of ways and at the heart of this lies our House System.  Every member of staff and every student is in one of our four Houses and we have an extensive programme of House Activities on offer; from House Water Polo to House Fishing, from House General Knowledge to House Dragons Den; as well as the traditional football, rugby, lacrosse, athletics, basketball, etc. 

The school motto is INSPIRE ACHIEVE CELEBRATE and we apply that to every element of school life.  Our role as staff is to ensure that we inspire every student to achieve the best they possibly can in everything they do, whether that be academic, sporting, cultural or spiritual and at the heart of our culture is a celebration of that achievement.  We hope that as a prospective member of staff you will share our mission to “inspire and empower all within our learning community to fulfil their individual potential and ambitions so that all are able to be active and successful citizens in our global society.”
Our students and our staff are our greatest resource and we were very pleased that Ofsted formally recognised this in our most recent inspection saying that our “teachers know their pupils well. This allows them to use their subject expertise to question pupils very effectively to extend their learning and check understanding, knowledge and skill development.”

Poynton High School is a very calm and purposeful learning environment and our students are exceptionally engaged in their learning and the life of their school.  “Most pupils demonstrate very positive attitudes to learning by their interest and enthusiasm in class and their participation in a wide range of enrichment activities. Pupils are generally confident and feel well cared for. They are proud of their school (Ofsted Dec 2015).”

I would encourage you to visit our website (www.phs.cheshire.sch.uk) to get a better understanding of life here at Poynton High and if you have any questions that you would like to ask please do not hesitate to contact me directly on mdean@phs.cheshire.sch.uk.  I very much hope that you want to join our team and I look forward to receiving an application from you in due course.  

Matthew Dean
Head Teacher
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POYNTON HIGH SCHOOL
Yew Tree Lane

Poynton

Cheshire SK12 1PU

01625 871811 Fax 01625 874541

e mail: info@phs.cheshire.sch.uk
Head Teacher: Mr Matthew Dean
11-18, number on roll 1407
Poynton High School and Performing Arts College is a highly successful school.  

                                                Our mission statement is:

‘We will inspire and empower all in our learning community to fulfil their individual potential and ambitions 

so that all are able to be active and successful citizens in our global society’

Required September 2022
Exams Officer
Grade 6 points 12-17
Actual pay (£19,887 - £21,955) 

Permanent Full Time (37 hours per week)
40 weeks (term time + 10 days) 
Must be available for the period of GCSE and A-level results in August.
We are looking to appoint a talented and flexible individual to manage the administration and organisation of all aspects of internal and external examinations in accordance with the regulations laid down by the awarding bodies.
Closing Date: Thursday 7th July 2022
Interviews will take place soon after the closing date
Poynton High School is committed to safeguarding and promoting the welfare of all its students and expects all staff to share this commitment. Appointment to this post is subject references and a satisfactory enhanced DBS Certificate.

The TRUE Learning Partnership is committed to Equal Opportunities in Employment.
More information about the school is available on our website www.phs.cheshire.sch.uk .

The TRUE Learning Partnership - 
ROLE DESCRIPTION
	JOB TITLE
	Exams Officer
	JOB REF NO
	TTLP0010


BASIC JOB PURPOSE 

To manage the administration and organisation of all aspects of internal and external examinations in accordance with the regulations laid down by the awarding bodies.
MAIN RESPONSIBILITIES
	NO
	

	1
	Collaboratively working with staff, students and exam boards to manage the examination entry process to ensure all students are registered for the correct course. Proactively resolving queries and problems.

	2
	Accountable for financial controls relating to Examinations and Invigilators. Ensuring fees relating to exam resits & post result queries are resolved satisfactorily and in a timely manner.  Building strong working relationships with Finance Office to ensure rigorous finance controls can be evidenced. E.g. inspections, audit standard.

	3
	Recruit, select & mobilise invigilators. Plan & allocate invigilator resource to support exam schedule in a budget conscious manner. Act as principal point of contact for invigilator queries.  Review & approval of Invigilator’s timesheet, ensuring alignment to schedule.

	4
	Maintaining data integrity within SIMS. Responsible for linking awards in Exams Organiser with SIMS Course Manager to ensure correct reporting of results

	5
	Coordinating and administering all aspects of the exams result process

	6
	Accountable for the management and distribution of exam results. Ensuring certificates are distributed in a timely manner

	7
	Ensuring strict compliance with JCQ regulations, to include students, invigilators, venues etc.  Ensure all PHS exam policies are up to date and ready for the annual ad hoc inspection by the JCQ Inspector.

	8
	Managing the collection and dispatch of exam scripts – ensuring accuracy and confidentiality.

	9
	Managing the preparation of reports and data needed by the senior management team and external agencies. Attending SIMS user group meeting as necessary.

	10
	Managing exam papers and associated paperwork in an effective, efficient and secure manner, both in the run up to the exams season as well as on the day of the examination. Liaison with support staff and site staff to main high levels of security for exam papers.  Ensure accurate organisation in date order of exam papers stored in the high security facility

	11
	Build a wide network of contacts with local schools and Exams Officer networking sites, with a view to continuously improving the Exam Process within the school.
Continually improve the end to end process, taking account of lessons learnt from previous exam cycles and industry best practice including regulatory updates.

	12
	Principal point of contact for correspondence relating to the Examination Process.  Responding to queries, proposing resolutions in a timely manner.

	13
	Analysis of external examination data and presentation in various formats

	14
	Coordinating and administering the exam process for formal internal examinations

	
	Notwithstanding the detail in this job description, in accordance with the School’s Flexibility Policy the job holder will undertake such work as may be determined by the Head Teacher from time to time, up to or at a level consistent with the principal responsibilities of the job and in any location within the Trust.


Core responsibilities for all employees

1. Health & Safety
All staff within The TRUE Learning Partnership are required to remain vigilant, observe all relevant Health and Safety policies and procedures, take reasonable care of their own and others’ Health and Safety, report all accidents and incidents, and raise concerns through their line manager, the Director of Business & Operations, the site management team or a member of SLT as appropriate.    
2. Equality & Diversity
Staff employed by The TRUE Learning Partnership are expected to promote equality for all students and staff, both current and prospective, and to support an environment that values diversity and respect. The TRUE Learning Partnership believes that all individuals are of equal value and we are committed to equality for all.
3. Data Protection 
All staff within The TRUE Learning Partnership have a responsibility to ensure that data they are responsible for is accurate and appropriate to the needs of the organisation, and that they are responsible for ensuring any personal data processed for any purpose or purposes in connection with their role in the Trust shall not be kept for longer than is necessary for that purpose or those purposes, in accordance with GDPR 2018.

4. Safeguarding & Child Protection 
The TRUE Learning Partnership is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment and adhere to, and comply with, the Trust’s Safeguarding and Child Protection policy and procedures at all times.
As the position you are applying for gives you privileged access to vulnerable groups, you are required to disclose all spent convictions and cautions under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 unless it is a “protected” conviction/caution under the amendments made to the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 (in 2013) and, therefore, not subject to disclosure.  

Please ensure you have read the full safeguarding policy for Poynton High School which is on the school website and within the vacancies information.

PERSON SPECIFICATION
	QUALIFICATIONS AND TRAINING

	Essential
	Evidence

	5 GCSEs A-C, or equivalent including Mathematics and English 
	AF

	ICT literate with a good working knowledge of Microsoft Office (especially Word and Excel), the Internet and Intranets
	AF

	EXPERIENCE

	Essential
	

	
	

	Experience of working accurately and to strict deadlines
	AF+I

	Experience of successfully prioritising workloads in a demanding environment
	AF+I

	Desirable
	

	Experience of working with examinations in another school or college
	AF

	Experience of using SIMS.net
	AF

	Recent experience of deploying staff
	AF


	ABILITIES

	Essential
	

	Excellent written and verbal communication skills 
	L+ AF+P+I+R

	Ability to work under pressure and manage competing demands
	L+P+I+R

	Ability to work with a range of staff, students and external organisations
	AF+I

	Ability to remain calm under pressure
	AF+I

	Ability to deliver a range of training to individuals
	AF+I

	To be able to work effectively as a member of a team
	AF+I+R

	To be aware of the unique demands of working in a school environment
	I

	
	

	PERSONAL ATTRIBUTES

	Essential
	

	To be able to treat information in total confidence
	I

	To demonstrate commitment, reliability and a high level of integrity
	I

	Highly organised and able to manage own workload
	L+P+I+R

	To be resilient when working under pressure
	L+P+I+R

	To work accurately and demonstrate a high level of attention to detail
	P

	COMMITMENT

	To display commitment to the protection and safeguarding of children and young people
	I

	To be committed to promoting equal opportunities in the widest context
	I

	OTHER

	Essential
	

	Ability to relate to and promote the ethos of the school
	AF+I

	Willingness to undertake training as required
	AF+I

	Excellent attendance and punctuality
	L+R+I

	Approachable 
	I


Key to evidence source:
AF
= 
Application Form




L
=
Letter of application





P
=
Presentation / Task




I
=
Interview

   



R
=
Reference
CONFIDENTIAL

Job Application Form

PART ONE

Please complete all sections of the form using black ink or type.

The outside pages of this application form (which contain all your personal details and the equal opportunities information) will be detached and retained in HR.  This ensures that your application is dealt with objectively.  CVs will not be considered if submitted without a fully completed application form.

	General Data Protection Regulations 2018

Information from this form will be processed in accordance with the General Data Protection Regulation (2016/679 EU) Data Protection Bill 2018. Please see attached privacy notice.

In signing it you agree to this data being held and processed and if appointed to the job you also agree to further personal information, including sensitive data (e.g. bank details, medicals, etc) being held and processed by The TRUE Learning Partnership in accordance with the regulations.


	Title of job applied for

	Title of job applied for:   Exams Officer
	Ref: MD/EDE


	Personal Details

	Mr/Mrs/Miss/Ms/Dr 

     
	First Names:

 
	Known as: 



	
Surname:                                                                     NI Number: 

	Previous Surname(s):      

	Address:
     

	
     

	
     

	
     

	
     

	Post Code:
     


	Telephone Numbers

	Home:       



 
	Work: 

	Mobile:      




	E-mail address:       

	May we contact you at work?

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

How can we contact you?


Telephone / E-mail / Mobile      



Where did you first see the advertisement for this job? If a newspaper/website, please state which one.      
	References

	Please provide two referees.  One of these must be your present or most recent employer, or, for students, your personal tutor or headteacher.  The second should, preferably, be a previous employer or someone who can comment on your suitability for this job.  For internal candidates, references are to be provided by current line managers.  Please nominate who that is under present/most recent employer.

Please let your referees know that you have quoted them as a referee, to expect a request for a reference and clarify how best to contact them e.g. letter, e-mail, should you be shortlisted.

	Present/most recent employer*
	Previous employer/other

	Organisation:      
	Organisation:      

	Name:        
	Name:      

	Role in Organisation:      
	Occupation:      

	Address: 
     
	Address:
     

	
     
	
     

	
     
	
     

	Postcode: 
     
	Postcode: 
     


	Phone No:      
	Phone No:      

	E-mail:      
	E-mail:      

	Preferred method of communication:

Letter   FORMCHECKBOX 

E-mail    FORMCHECKBOX 




Letter
 FORMCHECKBOX 

E-mail   FORMCHECKBOX 



	In what capacity does the referee know you?
	In what capacity does the referee know you?



	· Employer/former employer

· Colleague/former colleague or manager but the reference is given on a personal basis

· Personal
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	· Employer/former employer

· Colleague/former colleague or manager but the reference is given on a personal basis

· Personal
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	
If the referee knows you by a different name please state:      

	*  If you have not had previous employment, please provide details of another referee.
In line with Safer Recruitment best practice, if you are shortlisted for interview then a reference will be taken up from one of your referees prior to interview. Please tick the box if you do not want us to contact your present / most recent employer prior to interview and we will then contact your second referee.

Please do not contact my present/most recent employer prior to interview             



CONFIDENTIAL                                                                                    

Job Application Form

CVs will only be accepted in supplement to the fully completed application form. Please write the reference number at the top of your CV.  You should not include the equal opportunities information on your CV.


	Title of job applied for: Exams Officer

	Ref: MD/EDE



	Initials only:      



	Current/Most Recent Appointment

	Title of current Job:

     
	Start Date:

     

	Current Employer:

     
	Salary Range:

     

	Employer Address:

     
	Current Salary: £     


	Permanent or temporary contract:

     
	Notice Required:

     


	Main Responsibilities

	     



	Job related training

	Brief details and dates of any training courses attended, excluding further education.

     



	Current memberships of institutions/professional bodies

	Please state level of membership, i.e. Graduate, Fellow, and membership number.

     



	Employment History (Please explain any gaps in your employment)

	(Most recent first)

Name of Employer, type of Business and job title

     

	Dates

     
	Duties and reason for leaving

     



	Education and training

	Please give details of schools and colleges attended from age eleven, including part-time education and other courses.



	Secondary education

(name and town of school)

     

	Dates

from / to

     
	Qualifications gained or for which you are studying

     
	Grade attained

     

	Education and training after school (name and town of college/university)

     

	     
	     
	     


	Other Information

	
Additional skills e.g. languages sign language, keyboard skills.

     
Do you have a valid driving licence?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If yes, please state type of licence
     
Does your licence have any endorsements or penalty points?
Yes
 FORMCHECKBOX 

No
  FORMCHECKBOX 

If yes, please give details      



	Supporting Information

	Please use this section to explain why you are applying for the job.  Concentrate on how your experience, training and personal qualities match the requirements of the job description and person specification.

     


	If you require more space please attach a separate sheet.


	Activities and interests away from work which may be relevant to the job applied for.

     



	Relationship to Governors of the School, Trustees or Employees of the Trust

If you have any personal relationship to any Governor of the School, Trustee of TTLP or Employee of TTLP, please give their name and relationship.  This does not stop a Governor, Trustee or employee giving a reference.  (Any approach to Governors, Trustees or other employees to influence a selection decision will disqualify you.)

If Governor/Trustee:
Name      




Relationship      
If Employee:

Name


Relationship
Work Location

Their present job

     


     


     



     



	Rehabilitation of Offenders Act 1974



	All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974. However, amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain spent convictions and cautions are 'protected'. These are not subject to disclosure to employers and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the Ministry of Justice website or see here.
 
Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview. You may be asked for further information about your criminal history during the recruitment process.  If your application is successful, this self-disclosure information will be checked against information from the Disclosure & Barring Service before your appointment is confirmed.



	I confirm that the above information is complete and accurate and I understand that any offer is subject to references which are satisfactory to the school, a satisfactory DBS certificate and Barred List Check, the entries on this form proving to be complete and accurate and a satisfactory medical report, if appropriate.  I confirm that I have not been disqualified from working with children, cautioned or sanctioned in this regard.

Signed  
Date
     



CONFIDENTIAL

Job Application Form

PART TWO – THIS WILL BE DETACHED FROM YOUR APPLICATION FORM AND ONLY REFERRED TO FOLLOWING SHORTLISTING
DIVERSITY

We are committed to equality of opportunity for everyone.  To assess whether our Diversity policy is effective we need to monitor it and to do this we need the information requested below.  We can then compare the success rates of different groups at both the shortlisting and appointment stages to ensure that unfair discrimination is not taking place. This will also enable us to comply with our obligations under current legislation.

	The information below will be used only for monitoring purposes and not in the selection process.  Please tick correct boxes:

Gender: 
Male  FORMCHECKBOX 
                 Female   FORMCHECKBOX 
 

 

Marital Status: 
Married  FORMCHECKBOX 
            Civil Partnership   FORMCHECKBOX 
               Single     FORMCHECKBOX 

Date of Birth:                                     Age:           

Please indicate your ethnic origin
White:


Mixed:




Asian

White British    
 FORMCHECKBOX 

Mixed White/Black Caribbean
 FORMCHECKBOX 

Indian
   
    FORMCHECKBOX 

White Irish       
 FORMCHECKBOX 

Mixed White/Black African 

 FORMCHECKBOX 

Pakistani
    FORMCHECKBOX 

Any other White
 FORMCHECKBOX 

Mixed White/Asian


 FORMCHECKBOX 

Bangladeshi
    FORMCHECKBOX 





 Other Mixed



 FORMCHECKBOX 

Other Asian
    FORMCHECKBOX 

Black or Black British:
Other:

Black Caribbean
 FORMCHECKBOX 

 Chinese



 FORMCHECKBOX 

Black African

 FORMCHECKBOX 

 Gypsy/Traveller


 FORMCHECKBOX 

Other Black

 FORMCHECKBOX 

  Other



 FORMCHECKBOX 

Nationality (Please State)        
How would you define your sexual orientation?

Bisexual   FORMCHECKBOX 

   Gay   FORMCHECKBOX 

   Heterosexual   FORMCHECKBOX 

            Lesbian   FORMCHECKBOX 

    Prefer not to say    FORMCHECKBOX 

What is your religious belief?

Buddhist    FORMCHECKBOX 

Christian   FORMCHECKBOX 

 Hindu  FORMCHECKBOX 
             Jewish  FORMCHECKBOX 
 
 Muslim  FORMCHECKBOX 

  Sikh  FORMCHECKBOX 

No religion  FORMCHECKBOX 

Other (please specify)__________________         Prefer not to say   FORMCHECKBOX 




	Disability:  The Disability Discrimination Act of 1995 and subsequent Equality Act 2010 made it unlawful for employers to discriminate against their employees who are disabled and places a duty on the employer to make reasonable adjustments to enable the employee to undertake the work.  The definition in the Act is "People with disabilities are individuals who have, or have had, a physical or mental impairment which has a substantial and long term effect on his or her ability to carry out normal day to day activities".  If you do consider yourself to be disabled under the definition in the Act, please indicate this, even if you do not currently need any adjustments to undertake your job.

Do you consider yourself to have a disability?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 



�









