
 
 
 
 
 
 
 

 
WJEC Summer 2025 Temp Scheme 
Operations Assistants & Senior Assistants 
 
We are looking for Operations Assistants & Senior Assistants
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JOB DESCRIPTION  

 

Job Title: Operations Assistant (Temporary) 

Grade: 1RLW 

Location: WJEC Offices, Treforest 

Main purpose of Job:  
 

 
Each year WJEC employs a number of temporary staff to assist with the processing of examination scripts. These 
staff provide clerical assistance across a range of examinations procedures for scripts that are marked 
electronically and paper copies. 
 
Due to the nature of the work to be undertaken, applicants with close family who have 
recently taken WJEC examinations will not be eligible for employment. 

 
Principal Duties and Responsibilities:  

 
¶ On receipt of scripts from examiners, ensuring that all scripts are accurately recorded and filed. 

¶ Data entry to support accurate logging and recording of materials stored in the warehouse. 

¶ Checking question totals against computer records. 

¶ Extraction / processing of scripts required for awarding and archiving purposes. 

¶ Preparation of scripts for scanning processes. 

¶ Assign answers to questions electronically. 

¶ Checking scanned images match the paper script. 

 

Other 
¶ To understand and comply with all WJEC policies and procedures detailed in the Staff Handbook; in 

particular, ensuring you understand your role and responsibilities in relation to Safeguarding, Information 
Security, GDPR, Confidentiality, Welsh language and Health, Safety and Environment.  

¶ 
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¶ Participate actively in supporting the principles and practice of equality of opportunity as laid down in 
WJEC’s Equality & Diversity Policy, embedding ED&I into all projects, policies and practices.  

¶ To be a pro-active team-member, contributing positively to meetings and projects in support of WJEC 
aims and objectives.  

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