
 
 
 
 
Subject Advisers  
Salary: £43,947 – £47,712 per annum pro rata (Grade 10) 
Contract: Part-time, fixed term from 01 January 2025 until 31 May 2026 
 
WJEC is excited to be welcoming applications for Subject Advisers to join our subject teams.  
 
Offered as temporary contracts, the roles would also make great secondment opportunities for individuals working 
in secondary/further education who want to better understand the work of an exam board. We’ll provide each 
Adviser with plenty of opportunity to develop and grow, bringing their new skills back to their school/college. 
 
The role: 
Subject Advisers are integral members of our subject teams who commission and quality assure Professional 
Learning for teachers. Post-holders also write aspects of the training and deliver it in events. We are looking to 
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JOB DESCRIPTION  

 

Job Title: Subject Adviser 

Department: Qualifications  

Section: Domains 

Responsible to: Domain Leader  

Grade: 10 

Location: Western Avenue 

Main purpose of Job:  
 

 
The post holder will undertake a range of strategic and operational duties requiring subject-specific and 
teaching and learning skills relating to the following subject area(s). 
 
¶ to be agreed from the previous list. 

 
As a key member of the subject team, the post holder will contribute to the development and assessment of 
qualifications, the provision of Professional Learning/CPD alongside teaching and learning resources within 
their subject area(s). They will act as an ambassador for WJEC and proactively pursue the marketing of the 
subject with relevant stakeholders. 
 
The post holder will liaise closely with Subject Officer, other departments and WJEC associates to ensure the 
effective delivery of qualifications and assessments.  
 

Principal Duties and Responsibilities:  
 
1. Commissioned Developments (Qualifications, Resources and Professional Learning (PL) / 
Continuing Professional Development (CPD)) 
 
¶ Play a key role supporting the modification and development of WJEC specifications; co-ordinating 

the contributions of appointees, teacher groups and consultants and liaising with stakeholders 
regarding any proposed changes. 

¶ In collaboration with others, develop and maintain educational resources and specification 
documents to support the teaching and learning of evolving WJEC specifications.  

¶ To liaise with resource authors with regards to specification requirements and monitor their outputs. 
¶ To design and deliver a variety of high-quality Professional Learning (PL) / CPD training events, both in 

person and for remote delivery; acting as ambassador for WJEC / Eduqas and deputising for Subject 
Officers, where necessary. 

¶ To identify, engage and train suitably qualified authors and presenters to enhance the delivery of high-
quality PL/CPD in the subject area(s) 

¶ To collaborate with regional reps and undertake centre visits for the subject area(s); helping to 
promote WJEC/Eduqas qualifications to teaching staff.  

 
 



 
2. Assessment Delivery 
 
¶ To identify and engage suitably qualified ‘Appointees’ (assistant examiners/moderators), supporting 

their training and development and ensuring that our specification requirements are adhered to.  
¶ To play a key role supporting both Examination and Non-Examination Assessment (NEA) units. Tasks 

include: 
o training and supporting Appointees 
o ensuring mark schemes remain accurate and updated 
o monitoring marking both in hard-copy and via various online platforms (e.g Surpass) 
o advising and guiding centres on suitability of NEA tasks  
o providing exemplar material 

¶ To assist Subject Officers with the completion of centre mark adjustments, the selection of suitable 
work for standardising and awarding purposes and other relevant documentation. 

¶



 
Person Specification  

 
Job Title: 
 

Subject Adviser 

Department: 
 

Domains 

Highly Desirable criteria are the optimum skills and experience the applicant will ideally have.  Desirable 
criteria are those which would add value to the job if present and also include potential for growth and 
development into the role. 
 

Skills and Abilities  
 
Highly desirable 
¶ Good communication skills, with the ability to explain complex subject material to a variety of 

audiences. 
¶ Confidence in designing and delivering presentations to large audiences. 
¶ Self-driven, with the ability to independently plan and organise own workload to meet tight deadlines. 
¶ An excellent eye-for detail and ability to apply this to tasks such as proof-reading, data auditing and 

tracking progress toward work deadlines.  
¶ Good computer literacy, with confidence using Microsoft Office (particularly: Teams, Word, Excel 

and 



Essential 
¶ A degree or equivalent qualification/experience in a related subject area. 

 
Highly desirable 
¶ n/a 

 
Other  

 
Essential 
¶ A flexible approach to work with the ability to travel around the UK and work occasional 

evenings/weekends.  
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