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Job Application Pack 
 
 

 

Darland 

High 

School 
Exams & Data Officer  

Permanent 
 

G06  £26,421 - £27,803 FTE                                                                                                                                                

£22,093 - £23,248 pro rata  

 
Full time (37 hrs per week), 

Term Time only & 2 days - Exam Results days 

 Closing Date: 12:00 noon, Monday 18th March 

Interviews : To be held Friday 22nd March  

  

 

 



Darland High School Job Description Administration G06 
 

 

 

 
 
 
 

Letter from the Headteacher 

 
Dear Colleague, 

 
Thank you for your interest in working at Darland High School. 

I am immensely proud to be the Headteacher here at Darland and I want everyone who comes to Darland 
High School to be an equally proud member of our family. Our work is about making a real difference to the 
lives of children so that they in turn make a discernible difference to their communities, our town and our 
world.  

We serve a diverse community in North East Wales, ranging from high levels of disadvantage and deprivation 
to affluent areas of rural Wrexham, and we work as a team to provide all our students with the best education 
and opportunities to inspire them to be successful.  

Our students are at the heart of everything we do at Darland High School, every child matters to us and we 
believe that every child can succeed. Our values of Courage, Honesty, Respect, Resilience and Kindness 
underpin all our work. Our expectations for academic standards and behaviour are therefore unapologetically 
high.  

At Darland you will find a creative and ambitious team, this creativity and innovative mind-set is seen across 
the Darland Learning Community. The Darland Learning Community is an innovative partnership we have 
created in conjunction with our primary colleagues of St Peter’s Rossett, All Saints’ Gresford, The Rofft 
Marford, Holt CP and Llay Park Llay. A strong partnership of like-minded educationalists serving the 
communities of North East Wrexham.  

The last four years have seen significant changes in 
society and the school. Over the course of that period our 
GCSE results have bucked the national trend and have 
increased year on year to some of the highest results in 
North Wales. We are undoubtedly on a journey of change 
with our sights set on becoming the sector-leading school 
in the area. We have a dedicated team of over 120 staff 
who work together tirelessly with our wider community with 
this goal in mind. 

 

I look forward to reading your application. 

 

Kind regards, 

Joanne Lee 

Headteacher      
                                                                                               

 Chair of Governors, Elaine Lacey,  & Headteacher, Joanne Lee 
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Application Details 

Thank you for your interest in the post of ‘Exams & Data Officer’ at Darland High School. We are 

looking for a  passionate and driven individual to make a contribution to the current team at Darland 

High School. 

Further details of this post can be found in this pack, details of the school can be found on our 

website. Details of how to apply can be found below: 

 

 
How to Apply 

Should you wish to apply for the post, please complete and return the Wrexham Authority application form 

directly to the school along with a covering letter addressed to our Headteacher, Mrs. J Lee, which clearly 

demonstrates your suitability for this role. 

Applications can be downloaded from our website and submitted via email to 

headteacher@darlandschool.org.uk with Exams & Data Officer in the subject line, or by post for the 

attention of     Mrs Lee, to the following address: 

Recruitment 

Darland High School 

Chester Road 

Rossett 

Wrexham 

LL12 0DL 

Please be aware that postal services may be delayed in the current climate. We recommend you email 

your application. 

In light of the current circumstances please contact the Headteacher’s PA Mrs. Clare Pickup on 
headteacher@darlandschool.org.uk directly if you wish to have a tour of the site and a discussion 
about the role prior to the deadline.). 

 
Application forms: These can be downloaded from the school website at 

https://darland.wrexham.sch.uk/vacancies/ 

Wherever possible, please provide email addresses for your referees. 

Closing Date: 12:00 noon on Monday 18th March 2024 

Interview: Interviews will be held on Friday 22nd March 2024 

 

 
Safeguarding: Darland High School is committed to safeguarding and promoting the welfare of children 

and young people. We expect all staff and volunteers to share this commitment. As this post is subject to a 

DBS check, the Local Authority will require you to pay for the cost of this check, as part of the DBS 

application. You will also be required to register with the EWC prior to starting in post, for which there is 

also a fee. 

mailto:headteacher@darlandschool.org.uk
mailto:headteacher@darlandschool.org.uk
https://darland.wrexham.sch.uk/vacancies/
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ADMINISTRATION AND ORGANISATION – LEVEL 4 (ID 1129) 

PAY GRADE – G06 (Point range 18 – 23) Job I.D. 1129 

 

Please find the generic job description below with contextual interpretation of the specific role at Darland High School 

emphasised beneath each statement. 

 

 
JOB PURPOSE: 

 
Organise and supervise administrative systems within the school. Contribute to the planning, 

development and monitoring of support services and/or Management of support staff, including 

coordination and delegation of relevant activities 

 To be responsible for all aspects of the examination process at Darland High School 

 To report to Data Manager regarding MIS linked to curriculum 

 
 
DIMENSIONS: 

 

Darland High School is an 11-16 English-medium secondary school in North East Wrexham. In 
September 2019 Joanne Lee was appointed as Headteacher. The school is based in a rural setting 
between Wrexham and Chester, close to the English border. Most pupils travel to school from the 
Wrexham area by bus or car, whilst a small number of local pupils walk. 

 
The school has a reputation for excelling in academic examinations with over 80% of pupils going 
on to higher education. Last summer the school achieved the best results for a number of years with 
almost 70% achieving A* to C grade at GCSE. In order to achieve this outcome we set ambitious 
targets for our pupils throughout their time with us, helping to raise achievement. 

 
External examinations are mainly taken in Year 11, although more able pupils will sit Maths and 
English Literature in Year 10, and several core subjects take early units in Year 10. The 
Examinations Officer will be involved in organising internal ‘trial’ exams as well as the external 
examinations, including examinations based on college courses. The Exams Officer will also need 
to bring together results of practical and oral exams, in order for the exam board to determine grades. 

 
The role is to manage the examination process from start to finish. Therefore it involves examination 
entries, organising exam accommodation, booking exam invigilators, being present at the start and 
end of the exam to issue and collect exam papers, to distribute the exam papers for marking, to 
gather and collate results (including practical and oral test results) and to issue certificates. Many of 
these tasks are on-line, so computer skills are a requirement for the role. 

 
The Examinations Officer will need to be highly organised with good attention to detail. They will 

 need to be able to plan their workload, work on their own initiative and be willing to work flexible 
hours or extended hours when required. Excellent communication skills and the ability to relate well 
to children would be advantageous. 

 
This is a great opportunity to work in a school which strives to ensure all pupils reach their potential, 
leaving their secondary education with qualifications to support their future success. 
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MAIN DUTIES AND RESPONSIBILITIES 

 
 
ORGANISATION 

 

 
 Take a lead role in planning, development, design, organisation and monitoring of support 

systems/procedures/policies 
 To lead on all aspects of the examination process 

 Supervisory responsibilities where appropriate: 

o Supervise support staff 
 To supervise Exam invigilators when on site 

o Liaise between managers/teaching staff and support staff 
 To disseminate information about public exams to staff, pupils and their 

parents, and to meet with Heads of Faculty regarding pupil entries 

o Hold regular team meetings with staff 
 To be line managed by the Data Manager and to liaise closely with the 

Assistant Head (Curriculum) 

o Undertake recruitment/induction/appraisal/training/mentoring for other staff 
 To train Exam Invigilators 

 
ADMINISTRATION 

 
 

 Take lead role in the development and maintenance of record/information systems 
 To be responsible for keeping data on pupil exam entries and results 

 Provide detailed analysis and evaluation of data/ and produce detailed reports/ information 
as required 

 To provide relevant statistics on examination entry and results to the 
Headteacher/staff/governors 

 To provide relevant data for academic and pastoral systems in the 
school 

 Produce, and respond to, complex correspondence 
 To deal with queries and complaints from staff, parents and pupils regarding 

public examinations 

 Provide organisational and complex advisory personal support to other staff 
 To provide support to data Managers in relation to MIS (Management 

Information Systems) and school-based data systems 

 Provide organisational and complex advisory support to the Governing Body 

 Manage complex administrative procedures 
 To be responsible for examination entries to the examination boards for 

external exams 
 To receive, safely store and issue examination papers in line with the 

examination board guidelines 
 To make the necessary arrangements for the safe submission of coursework 

and practical results 



Darland High School Job Description Administration G06 
 

 

 

 To make appropriate arrangements where there are examination clashes, 
external candidates, or pupils not able to attend the examination room 

 Be responsible for completion and submission of complex forms, returns etc., including 
those to outside agencies e.g. DfES 

 To complete returns requested by exam boards used by Darland High School 

 Manage the administration of Payroll system 
 To provide the Business Manager with payment details for the invigilators 

 
RESPONSIBILITIES 

 

 Be responsible for the selection and management of resources, including management of a 
budget and regular audit of resources 

 To ensure the availability of sufficient examination stationery 

 Take a lead role in the recruitment of support staff and in managing associated employment 
procedures 

 To recruit, train and book sufficient invigilators for each examination season 

 Provide advice and guidance to staff and others on complex issues 
 To provide advice and guidance to staff and others regarding the exam board 

regulations 

 Undertake research and obtain information to inform decisions 
 To liaise closely with teaching staff to develop exam statistics that can be 

used for target setting, review and as a basis of raising achievement 

 Take a lead role in procurement and securing sponsorship/funding 

 Manage service contracts 

 Manage school licences and insurance 

 Take a lead role in marketing and promoting the school 

 Manage facilities including premises, lettings and associated income, building and projects 
etc. 

 To make arrangements for all internal examinations including furniture, room 
timetabling invigilation 

 Manage financial administration procedures 
 To check and pass invoices for exam entries to the Business Manager for 

payment 

 Take a lead role in planning, monitoring and evaluation of budget 
 To include retrieving costs of examination entries from absentees 

 Be responsible for the management of expenditure within an agreed budget 

 Health & Safety management 

 
 

CONTACTS 
 

Headteacher 
Deputy Headteacher 
Assistant Headteacher (Curriculum) 
Data Manager 
All Teaching/Non Teaching Staff 
Education Authority 
Parents 
Governors 
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PERSON SPECIFICATION 

 

 
POST: ADMINSTRATION AND ORGANISATION – LEVEL 4 (ID 1129) 

 
 
 

 

ITEM ESSENTIAL DESIRABLE 

Qualifications NVQ Level 4 or equivalent 

qualification or experience in 

relevant discipline 

Excellent numeracy/literacy skills 

Excellent IT skills 

 

 

Experience 
Experience of working in an office 

environment at senior level 

Experience of working in a 
school environment 

 

Knowledge and 

Skills 

Effective use of specialist ICT 

packages 

Use of specialist 

equipment/resources 

Full working knowledge of relevant 

polices/codes of practice/legislation 

Ability to organise, lead and 

motivate other staff 

Ability to plan and development 

systems 

Ability to relate well to children and adults 

Work constructively as part of a 

team, understanding school roles and 

responsibilities and your own position 

within these 

Ability to self-evaluate learning needs 

and actively seek learning opportunities 

 

 

 


