
 

 

 

 

Assessment Materials Officer (Question Papers) 

Salary: £27,807 - £30,162 per annum pro rata (Grade 5) 
Contract type: Full-time (36.5 hours per week), Fixed-term for 3 months 

We’re looking for highly organised individuals with a good eye for detail and accuracy, to come and 
join our Assessment Materials team! 

The challenge 
At WJEC, we contribute to our education communities by providing trusted qualifications and 
specialist support, to allow our learners the opportunity to reach their full potential. This is a 
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  JOB DESCRIPTION  

Job Title: Assessment Materials Officer (Question Papers) 

Department: Operations 

Section: Assessment Materials Unit 

Responsible to: Team Leader Assessment Materials Office (AMO) 

Grade: 5 

Location: Hybrid 

Main purpose of Job:  

To be responsible for ensuring assessment materials follow the Assessment Material Development Process for 
specified domains. To ensure that the assessment materials are delivered accurately, efficiently and in a timely 
manner as determined by the planned schedule. 
 
The post holder will liaise with a range of internal and external staff, including Assessment Materials Unit (AMU) 
colleagues, Assessment Materials Officer - Mark Schemes, Subject Officers (SO), e-Processing, the translation 
team and appointees. The post holder will be adept to managing their time in a constantly evolving environment 
with changing priorities and conflicting deadlines across multiple exam series. 
 

Principal Duties and Responsibilities 
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¶ To engage in personal and professional development activities relevant to the role.  

¶ To participate and contribute in Continuous Improvement projects and pilots (SharePoint, 
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Person Specification  
 

Job Title: Assessment Materials Officer (Question Papers) 

Department: Operations 

Highly Desirable criteria are the optimum skills and experience the applicant will ideally have. Desirable will 
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	1. Responsibility for ensuring assessment materials (AM) follow the end-to-end Assessment Development Process, within specified Domains (Subject areas).
	Highly desirable
	Desirable
	Highly desirable
	Highly desirable
	Highly desirable
	• Educated to GCE/A-level or equivalent, or equivalent work-related experience
	Highly desirable

