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Job Description –Timetable, Exams Officer, and Cover Manager
	
	Post Holder
	Vacant 2026


	Post Title
	Timetable, Exams Officer and Cover Manager


	Post Holder Reports to
	Leadership Team – Cover 
Leadership Team – Senior Lead for Examinations – Line Manager
Headteacher & Leadership Team – for School Timetable 

	Scale / Salary
	Grade:	SO1 – 23 to SO2 – 29 
Actual salary:	£36,599.29 to £40,069.54 
Hours:	35 hours per week (7:30am to 3:00pm including ½ hour unpaid lunch break) 41 weeks per year (TTO + 2 weeks)
FTE salary:	£40,404 to £44,235 per annum
Contract:	1 year initially

	Essential Personal Attributes



	· Ability to work as part of a team and on own initiative and with resilience.
· Self-motivating with the ability to multi-task, flexible and adaptable.
· Excellent communication skills both written and oral and the ability to communicate effectively with staff.
· Excellent problem-solving skills. 
· Ability to work as part of a team.
· Strong administration and organisational skills – methodical working practices and attention to detail, a flexible approach to the management of work.
· Excellent working knowledge of ARBOR and Examination Boards such as City & Guilds with use of MS Excel, Word, Outlook, Adobe and other software packages and uses. Confident basic user of ICT.

	Key duties & responsibilities
	· To work in conjunction with the Headteacher and the senior leadership team to ensure that the school’s curriculum plan is translated into a working and efficient timetable using ARBOR & Timetabler software.
· To continually enhance and develop the school’s MIS systems to support staff workload.  
· To be responsible for the school Census (pupil & workforce) 
· Liaison with other service providers, where required to ensure smooth running of ARBOR
· Liaise with Senior Team and staff members to ensure curriculum requirements are met
· Liaise with the Network manager to manage and account for all software and hardware
· Plan and deliver staff training for ARBOR and Exams platforms.
· To use spreadsheets and data bases, including advanced Power Bi, Excel capabilities effectively.
· To attend and participate in meetings as required.
· Be aware of and comply with policies relating to child protection, health and safety, security, confidentiality and data protection, reporting concerns as appropriate.

	Data

	· To download the external examination results for analysis
· To assist in the implementation and on-going analysis of data and to develop systems and routines for effective data capture and input is complete and accurate.
· To ensure that all internal assessment / exams data is input into the school calendar, by liaising with the senior team and subject teachers.
· Process internal and external school exams data to facilitate analysis of outcomes.





	Exams
	· To support the work of the Senior Lead for Exams and all subject leads undertaking accredited courses. 
· To co-ordinate and manage examination results and reporting; distributing results, managing reviews of marking, appeals, and script requests.
· Manage all administration in connection with the exam procedures including running exam days: ensuring papers arrive securely, setting up rooms, training invigilators, managing incidents, and ensuring JCQ/board regulations are followed.
· Managing exam entries: collecting candidate information, submitting entries to awarding bodies, and ensuring accuracy.
· Be responsible for updating Exams Policies.
· Carry out risk assessments for any conflict of interest relating to the Examinations.
· Liaise with centres and awarding bodies: acting as the main point of contact for exam boards and inspectors.
· Work with the SENDCO to collate Special Needs Information; applying for arrangements, and ensuring correct implementation.
· Be responsible for certificate claims and distribution: checking achievement data, claiming certificates, storing them securely, and organising collection.
· Be responsible for co-ordinating JCQ and any other external assessor inspections.
· Be responsible for the recruitment, management and training of the invigilators.
· Be responsible along with the Deputy Headteacher for carrying out any malpractice investigations.
· Co-ordinate the Exam Results days in in August to ensure that students are issued with the results.
· Provide training for staff on school systems and how optimise their use.

	Timetable
	· Working with the Headteacher, Senior Leadership Team and teachers develop the timetable for each academic year using Timetable & Arbor. 
· To be responsible for scheduling Y7-15 teaching groups to create an efficient and workable school timetable that meets the needs of staff, students and the school
· To maintain the school’s timetable during the academic year, ensuring that students and teachers have a current version of their personal timetable and to keep class lists up to date throughout the year.
· Use initiative in all areas some of which have (timetabling) have significant implications on budgets and staffing requirements e.g producing most workable timetables for part time staff (including changes and proposed changes to working practices).
· Management of the transfer of the timetable to ARBOR, testing, dealing with any bugs and resolving issues.
· To be responsible for the production, implementation and maintenance of the school timetable in liaison with the Headteacher 
· In Liaison with the senior team to produce duty rota lists for daily and lunchtime duties based on individual timetables and maintain them during the year, ensuring that staff have a current and accurate rota.

	Cover
	· To receive calls and emails from staff regarding their absence.
· To organise daily cover for absent staff using the diary (planned absences, meetings, school trips and training, plus unplanned absences). Ensure timetable changes/room changes are identified, prioritised and planned for accordingly.
· To communicate effectively with SLT every morning with a full Absence/Cover allocation listing.
· Work with the HR Team to ensure the number of days’ absence are recorded on ARBOR  for all staff and monitor staff absence in line with the policies.
· To produce a daily teaching cover timetable through ARBOR and inform teaching staff of their cover responsibilities each day.
· Throughout the day, deal with any changes regarding cover arrangements and deal with any issues arising. This requires considerable mobility around the school to ensure that all messages are received by relevant members of staff.
· To maintain and provide data with regards to cover within the school, including levels of cover undertaken by individual members of staff.
· To support the HR Manager with personnel administration.

	Other Responsibilities
	· To undertake personal development through appropriate training and to keep abreast of current guidance, requirements and good practice in relation to your role and benefit the school.
· To undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.
· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos, work and aims of the school
· Participate in training and other learning activities and performance development as required and participate in regular meetings
· Recognise own strengths and areas of expertise and use these to advise and support others
· Although there is no direct management and supervision within the role there is a degree of managing and guiding others through the roles output and the postholder influences via this role. 
· To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation
· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role
· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.




	


This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility.
The School will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date below but will be reviewed on an annual basis and following consultation with you may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

Job Title:
Date:
Name (Post holder): ________________________ Signed: _______________________

Date: ____________________________________
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