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           ALDERCAR HIGH SCHOOL

Job Profile

	Job Title
	Exams and Data Manager
	Ref

	Job Family
	Business and Public Services
	Grade 9

	Hours
	37 hours, 42 weeks
	


PURPOSE OF THIS ROLE

To be responsible for the production of reports and the input and analysis of accurate data and information, making a contribution to their interpretation to enable the school to utilise the outcomes for the progressive learning of students. To co-ordinate and manage all public and internal examinations, to ensure that entry procedures, fees, conduct of examinations, results and appeals/queries are efficiently dispatched.
KEY RELATIONSHIPS

The post is line managed by and responsible to the Senior Leadership Team

The post holder will develop effective working relationships with key external agencies including the Local Authority. 

The post holder will line manage the Exams and Data Officer and relief exam invigilators.

Key result areas include:

The post holder will not be expected to make informed educational or curricular decisions but will make a significant contribution to comparative data interpretation to enable the post holder to work with and support teaching and associate staff to ensure a positive working environment.  

It is essential for the post holder to demonstrate an ability and commitment to undertake a comprehensive range of duties within the general level of responsibility of the post and to respond positively to alternative and improved methods of working.

General Responsibilities:

Data Management/Interpretation

· Overall management of the Arbor Management Information System.

· To manage the scheduled, regular data analysis for quality purposes and lead in the collation, analysis and evaluation of data, taking appropriate action on issues arising.
· To provide the Senior Leadership Team with the latest data interpretations by faculty and whole school, either to meet scheduled, strategic deadlines or as/when-anomalous patterns become evident.  

· To produce tables for reports and manipulate data as required.

· To accurately input education data into the relevant pupil management tool.

· To update and maintain data in Arbor and management information systems as identified by the Senior Leadership Team or following own initiative to ensure the full functioning of a quality data system.

· To maintain electronic and/or paper based filing systems, ensuring confidentiality and discretion at all times.

· To open, record, sort and respond to incoming electronic and surface mail related to this position.

· To liaise with the Senior Leadership Team on a regular basis to ensure the delivery of a high quality data information system which complements the school’s strategic objectives.

· To provide leadership, support, guidance and training for the Exams and Data Officer, helping him/her to fulfil a quality data support role

· To help ensure that all members of the school are familiar with the useful data to aid learning.  Understand and interpret data, enabling staff to set realistic targets for individual students.

· To co-ordinate new monitoring and interim reporting systems, providing regular evaluation of students’ progress along with targets for further student improvement, to include the collecting, collation and analysis of progress and attainment data. Co-ordinate internal and external examination arrangements in school [including special consideration access applications], ensuring security arrangements are in place and compliance with examining bodies’ regulations and timetables.
Exams

· Ensure all internal arrangements are in place for exams [including mock and online exams] to run successfully.  This will include booking rooms, preparing seating plans, liaising with site staff re room layouts, allocating resources, signage.

· Maintain an up-to-date knowledge of the public examinations system, examination board regulations and policies and any changes which occur within the examinations field. Ensure own compliance with said regulations and policies and that of other staff.  Ensure regulations are publicly displayed and students duly informed. 

· Plan and publicise, each year, to staff, parents/carers and students, the examinations schedule encompassing internal and public examinations.

· Manage the receipt of examination results on and around results days, including the main August examination results days in liaison with the Senior Leadership Team and organise the distribution of results to students and the relevant summaries and data to the SLT.  You will be required to work on and around both exam result days in August.
· Liaise with the Finance Team re exam related expenditure, monitor expenditure and advise on budget setting each year.

· Ensure that all entry fees levied from students for resits are collected and paid to the Finance Team. 

· Receive and process requests for remarks, receipt of scripts and appeals against results, liaising as required with relevant colleagues regarding educational aspects of such actions. 

· Recruit and manage exam invigilators ensuring their professional needs are met and they perform their duties to a high standard. Undertake invigilation when required.

· Ensure readers and scribes understand and follow examination processes and protocols. 

· Receive examination papers and other relevant materials sent by Examination Boards and keep them in a secure place in the Examinations Store. Collect, log, and dispatch all examination scripts for marking. 

· Make arrangements for students taking examinations, using laptops, or otherwise, sitting examinations outside of the normal venues.

· Adhere to existing working practices, methods, procedures, undertake relevant training and development activities and to respond positively to new and alternative systems.

Assessment, Recording and Reporting Achievement

· To manage and develop the reporting system, involving students in the review and evaluation of their progress.

· To liaise with all academic and pastoral staff relating to data production and analysis, to ensure that all statutory requirements are met by departments.

· To develop, implement and enhance the on line reporting systems at KS3, KS4 and KS5 [when required] providing access for the school and parents. 
General

· Carry out any additional duties within the overall function commensurate with the grading and level of responsibility of the job. Any changes of a significant nature will be incorporated into the job profile, following consultation with the post holder.

· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

People Management

Exams and Data Officer, Invigilators

School Policies and Procedures

Actively support the School’s Policies and Procedures.

Health and Safety

Ensure own compliance with the School’s Health & Safety policy/procedures.

Risk Management

Comply with risk assessments pertinent to the role. Contribute to risk awareness through carrying out of duties and raise issues where appropriate
Carry out any additional duties within the overall function commensurate with the grading and level of responsibility of the job.

PERSON PROFILE

	Job Title:
	Examinations and Data Manager
	Ref

	Job Family:
	Business and Public Services
	Job grade: 9


	
	Essential
	Evidence

	Experience
	Experience in assessing and applying policy and procedures

Experience of working within an educational setting

Advanced experience of using SIMS management information systems

Applying policies and procedures including Data Protection, Safeguarding


	Application Form

Interview

	
	
	

	
	
	

	
	
	

	
	
	

	Knowledge
	Literate and numerate to produce correspondence and reports to a high standard 

Maintaining and disseminating computerised or paper- based data/information

Knowledge of school systems & their interaction and importance to exam and data regulations

Proficient with Microsoft Office and similar desktop packages


	Application Form

Interview

	
	
	

	
	
	

	Skills / Abilities
	Able to demonstrate a high level of computer literacy

High standard of communication skills

Able to manage own time effectively, prioritise workloads and deliver outcomes

Ability to translate exam results and data in an ‘easy to understand’ format

Able to build relationships and influence based on knowledge

Have a flexible approach to work


	Application Form

Interview

	
	
	

	Policies and Procedures
	Equal Opportunity and Disability Equality

Data Protection

Health & Safety procedures and safe working practices


	Application Form

Interview

	
	
	

	
	
	

	
	
	

	Qualifications
	GCSE Grade C or above in Maths and English

NVQ level 3 in computing related training

First Aid at Work


	Application Form

Certificates



	
	
	

	Professional Development
	Be willing to undertake further training and development, as necessary, in order to enhance service delivery


	Application Form

Interview

	Aldercar High School is committed to safeguarding and promoting the welfare 

of children and young people and expects all staff and volunteers to 

demonstrate and share this commitment
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