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Exams Administrator
37 hours per week
Scale 4
£21,372 – £22,824 per annum
You will ensure that examination registrations, entries and award claims are submitted on time, efficiently, accurately and in line with Awarding Body guidelines and regulations.  You will also take responsibility for specific examination boards and provide support to a significant volume of examination and assessments taken throughout the year.  

You will hold GCSE maths and English minimum grade A-C or equivalent.  You will have good organisational skills and have the ability to provide excellent customer care whilst working under pressure to meet deadlines and targets.  
In return we can offer:
· Competitive Salary

· 28 days annual leave, increasing with service, plus bank holidays

· 24/7 Employee Assistance Program

· Wide range of discounts on retail, days out and restaurants

· Development opportunities

· Free parking

· Additional leave over Christmas

· Access to excellent local government pension scheme

An application pack can be obtained by download from our website by accessing (www.boltoncollege.ac.uk), or by email request to personnel@boltoncc.ac.uk.
Job Ref: 
014-24                   



Closing date:  
24th August 2024
Interview date: 
6th September 2024
