HEREFORDSHIRE, LUDLOW AND NORTH SHROPSHIRE COLLEGE
Job Description 

POST TITLE:  Exams Support Officer 

RESPONSIBLE TO:	Head of Student Support - SEND  

JOB PURPOSE: The post holder will be responsible for the administration and gathering of evidence for exam access arrangements across HLNSC. 

LOCATION:  Hereford Campus.

DUTIES AND RESPONSIBILITIES

· Coordinate the collation of assessment evidence and Form 8’s from feeder schools for new students and for new student referrals. 
· Use remote working to achieve this across the group from Hereford – Folly Lane campus.
· Learn up to date working knowledge of JCQ requirements for access arrangements.
· Work closely with teachers to prepare evidence for all students that do not require formal JCQ assessment but centre approval.
· Work closely with SEND and Learning Support Coordinators to prepare evidence for all students with EHCP’s and specific disabilities that do not require formal JCQ assessment but centre approval.
· Link with exams teams to ensure they have all of the information required to apply for the EAA with JCQ.
· Undertake any other admin duties as may be reasonably required by the Head of Student Support for SEND to meet the demand of service provision.
· To observe the College’s health and safety regulations and procedures
· To observe and comply with the College’s Safeguarding Policy and Equality and Diversity procedures

PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	
Education, Qualifications and Training

	· Business administration qualification L2 or extensive experience.
· GCSE equivalent in Maths and English.
· Level 2 qualification in ICT or proven IT skills
	· Business administration L3.
· Knowledge of EAA and JCQ requirements.
· First Aid at work qualification.

	
Experience

	· Experience of customer facing roles.
· Experience of working with young people.
· Experience of working in a team.
	· Experience in working across an organisation and via remote means.


	
Particular Skills and Abilities

	· Ability to establish rapport with a wide range and variety of people, staff and students.
· Excellent organisational skills.
· A flexible approach to working hours.
· An ability to multi-task.
	

	
Motivation and Personality

	· Confidence in dealing with people.
· Sensitivity and awareness of people’s needs.
· Resilience.
· Patience/tolerance.
· Rapport with 16-18 age group as well as 19+.
	

	
Circumstances and Health

	· Usual medical and criminal clearances.

	





Student Learning Support – Exams Support Officer JD                  Head of Student Services March 2026
