~CAPEL MANOR COLLEGE~
~LANDBASED FE COLLEGE in ENFIELD, MIDDLESEX~

Administrator - Examination Department 

Salary: £17,403 - £19,594 plus £1,701 London Weighting 

Capel Manor College is London’s specialist provider for land-based 

studies and an examination centre for a range of awarding bodies in the specialist sector. 

The Examination Officer requires a full-time admin assistant, who will deputise in her absence. We hope to appoint an energetic enthusiast for education with experience of working in an examination department of a further education provider. 

You will assist with all processes associated with registering candidates, ordering and issuing examination papers and materials, including on-line arrangements, as required throughout the year, whilst leading on admin for RHS Level 2 students, HE students 

(liaising with Birkbeck University of London, the college’s HE partner), NOCN accreditation and key/functional skills. 

For full details and application pack please contact: 
Personnel on 08456 122 122 Ext 322 at Capel Manor College, Bullsmoor Lane, Enfield, EN1 4RQ. Email: personnel@capel.ac.uk or visit www.capel.ac.uk
This post is subject to “Enhanced Disclosure” (Criminal Record Check). Capel Manor College aims to employ a workforce which reflects the community it serves. Therefore applications from minority groups are welcomed. Capel Manor College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

No agencies please. 
Closing Date: Mid March 2010
