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JOB TITLE: 		Data and Examinations Officer

REPORTS TO:	Headteacher

BAND:		            SO2

STAFF MANAGED: 	Assistant Data and Examinations Officer, Exam Invigilator  


JOB PURPOSE          

To manage data and examinations within the school. To oversee and develop school data for the Senior Leadership Team and Teaching Staff, encompassing both strategic and operational data. Produce clear, concise, accurate information to support stakeholders in raising standards of performance. Analysing, problem solving, developing solutions and strategies to assist Senior Leaders in whole school initiatives and interventions. 

To be responsible for the management, and maintenance of an effective and accurate school timetable. To ensure an effective and efficient examinations provision to the whole school, including administering all public examinations including internal end of year, mock and PPE examinations. To provide information to pupils, parents and staff relating to examinations, including the provision of whole school and individual exam timetables and invigilation timetable arrangements. The production of relevant examination literature to include but not limited to the KS3 Examination booklet and Key Stage 4 examination and course information booklet.

KEY CORPORATE ACCOUNTABILITIES

· To actively promote the Trust’s Equal Opportunities Policy and Diversity Strategy and observe the standard of conduct which prevents discrimination taking place.
· To maintain awareness of and commitment to the Trust’s Equal Opportunity Policies in relation to both employment and service delivery.
· To fully comply with the Health and Safety at Work Act 1974 etc, the Trust’s Health and Safety Policy and all locally agreed safe methods of work.
· At the discretion of the HR Director, such other activities as may from time to time be agreed consistent with the nature of the job described above.
· To work with colleagues to achieve service plan objectives and targets.
· To participate in Employee Development schemes and Performance Management and contribute to the identification of own team development needs.

PRINCIPAL   ACCOUNTABILITIES
Data: SIMs and External Data

· Support SLT in forensic analysis of data to improve outcomes. 
· Processing year entry data and setting targets.
· Finalise target setting for all pupils.
· Ensure that the attendance reports and other school data returns are accurate and submitted ahead of deadlines.
· Support the accurate completion of the termly pupil census, which accounts for student numbers.
· Updating FSM data and any other relevant data regarding students on SIMs.
· Supporting data entry from PPE.(Pre-Public Exams/Mocks)
· Close liaison with Assistant Data and Examinations Officer/Technician around PPE and public examination to ensure all records are accurate and up to date.
· [bookmark: _GoBack]Downloading and processing data from external sources for example from the DfE, SMID and FFT.
· Manage the annual promotion process in SIMS by creating the new academic year, running system diagnostics checks and correcting system errors, validating system defined memberships.
· Supporting middle leaders in identifying students and vulnerable groups regarding behavior log, attainment, progress and any gaps that there might be between groups.
· Supporting data analysis for exam review meetings.
· Responsible for uploading of SIMs data as appropriate.
· Supporting the SLT regarding compliance data collection on a regular basis.


Reports
· Supporting and maintaining department tracking sheets.
· Managing the online reporting system.
· Produce standardised data summary mark sheets of pupil data for staff in preparation for parent’s evenings.
· Produce examination results analysis immediately after release date.
· Check exam statistics before publication.  
· Generate reports for external audiences for example the MAT, Trustees, CEO, Ofsted and Local Authority.
· To produce reports and data analysis to support the Trustee, MAT, CEO, School Leadership, Management Teams, academic staff, Ofsted and Local Authority on progress towards school targets.
· Collection and co-ordination of data driven rewards processes.
· Produce data that supports the school’s management processes. 
· Support staff in generating letters for students that are exceeding rates of progress as well as those that are not meeting their targets.

Data analysis
· To support the analysis and production of attendance data.
· Look for patterns and correlations in data between attendance, behavior, progress, attainment, vulnerable and other groups. 
· Analyse progress against use of IT learning packages. Monitor and report on use of IT learning packages.
· Analyse data to suggest best options for subject choices during options process.
· To collect and disseminate data of surveys conducted.
    
     Administration:

· Management and updating of student tracking boards to ensure consistency and accuracy across all year groups. 
· Staff training on how to use data packages. 
· To ensure compliance with the Data Protection Act (GDPR) and other legislation relevant to this area.
· To keep up to date with annual Government, Borough, Multi-Academy Trust and school data requirements, and measure the schools compliance with this and where required devise strategies to ensure full compliance. Make recommendations on this to SLT on these and manage the implementation. 
· Support the development and maintenance of the schools web based resources, ensuring that content is accurate, up to date and meets all needs of the school by facilitating effective communications and learning.
· Administer and communicate the usage of ICT learning packages. 
· Make sure that the schools MIS software is up to date by working through the school’s IT manager when update installations are required.

    
   Timetable: 

· Supporting SLT in setting teaching groups.
· Manage room bookings.(timetabled and non-timetabled)
· Processing options and set changes.
· Support KS4 options process.
· To complete data entry around timetabling and rooming.
· Finalise production of timetable for start of new academic year.
· Manage and update the timetable throughout the year by updating staff timetables, student timetables, subject rotations, cover timetable and room availability timetables.

       Examination duties:

· Manage all public and internal examinations throughout the school year, 	providing an effective and efficient service to pupils, staff and parents.
· To manage competently the examinations system in the school and attending training where appropriate.
· Liaise with Curriculum Leaders with regard to the relevant examination boards and syllabuses studied to examination level.  To establish numbers of entries at each tier and to process entries and forecast grades.
· Manage the modular/unitary exams taken throughout the year.
· Responsible for the data input and electronic transmission of entries and forecast grades to exam boards, and the subsequent checking thereof.
· Line manage the examination invigilators, including seasonal recruitment of invigilators and ensure appropriate training.
· Liaise with the SEN/EAL/RFL team leaders and Curriculum Leaders with regard to Special Educational Needs to make sure that relevant provision is in place. This includes appropriate venues for these students.
· Prepare and manage the Modern Foreign Language oral examination sessions, including the preparation of designated rooms.
· Follow correct guidelines when preparing examination rooms according to examination regulations.
· Provide examination and invigilation timetables in advance of examination sessions for all public and internal examinations.
· Organise examination results days for GCSE exam results.
· Work efficiently on any queries, missing marks and re-mark requests following results day, including assisting pupils in clarification of grades and making contact with exam boards as necessary.
· Check grade boundaries and check which students fall within tolerance of a remark following results being published. This includes managing administration aspect of this task.
· To be responsible for the security of exam and test papers and to ensure the safe and efficient despatch of scripts and other materials to the examination boards, examiners and moderators.
· Liaise with examination boards throughout the academic year to provide updated information regarding syllabuses, deadlines for entries and coursework and any other relevant information (eg pupils’ guides) for Curriculum Leaders, pupils and parents.
· Liaise with the Site Supervisors and the Reprographics Officer regarding preparation for examination rooms (ie setting out of desks and chairs, use of additional equipment) and to inform relevant parties of the need for alternative accommodation for classes displaced as a result of the use of rooms.
· Prepare documentation to assist pupils taking exams.
· Support the Assistant Headteacher in the input and analysis of all assessment data.
· Inform the Senior Leadership Team of any outstanding data and ensure that pupil reports are accurate and are issued on time.


The duties and responsibilities in this job description are not restrictive and the post-holder may be required to undertake any other duties that may be required from time-to-time.  Any such duties should not, however, substantially change the general character of the post.

This organisation is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
 
I confirm that I have read and understood, and that I accept, the above job description:



Signature : ……………………… Date: ……………… Name in full ………………..












	Criteria

	Detail
	Requirements

	Qualifications & Experience
	Specific qualifications & experience
	Proven Data and Examinations experience or equivalent within a school setting 
Proven experience in working collaboratively, with groups or partnerships.
Experience of school timetabling.
Experience in training others in the use of software.
Experience of producing literature for a wide audience. 


	
	Literacy
	Excellent reading and writing skills – at least English GSCE (A-C) level or equivalent


	
	Numeracy
	At least Maths GSCE (A-C) level or equivalent


	
	Technology
	Strong ICT skills including MS Office suite
Excellent analytical skills 
Ability to create spreadsheets and present data in a format that can be easily understood.
Significant experience of using ICT in the work place and using a range of ICT packages.


	Knowledge and skills
	Knowledge of relevant policies and procedures
	Working knowledge of general school policies and procedures. 
Knowledge about the English Examination system (11-18).
Evidence of recent continuing professional development relevant to the role.
Able to identify pattern and trends in data.
Awareness of Data Protection Act and codes of practice relating to IT.


	
	Skilled using relevant ICT Packages
	Effective user of ICT packages including EXCEL, Word, Outlook, Examination entry software, SIMs or similar MIS.

	Communication
	Written
	Proven experience of letter and report writing.
Well-developed written and oral communication skills.
Good attention to detail.
Excellent analytical skills.

	
	Verbal
	Effective at exchanging verbal information clearly and sensitively.
To be able to address audiences both large and small to relay important information. 

	Responsibilities
	Line Management
	Manage work for yourself and others, to deadlines, ensuring targets are met and projects completed.

	
	Organisational skills
	Excellent organisational skills with the ability to work under pressure and meet deadlines.


	
	Time Management 
	Proven ability to manage own time effectively with competing demands of the job role.


	
	Creativity
	Proven ability to come up with creative solutions to situations which comply with statutory or procedural requirements
Be methodical in approach to data collection and input.
Have a positive and pro-active approach to the education of young people.


	
	Team work 
	Proven experience of working in a team and independently. 
Ability to establish rapport and successful working relationships.

	General
	Equalities 

	Demonstrate a commitment to equality


	
	Health & Safety

	Basic understanding of Health & Safety


	
	Child Protection
	Good understanding of and commitment to child protection procedures


	
	Confidentiality/Data Protection
	Good understanding of procedures and legislation relating to confidentiality


	
	CPD
	Demonstrates a clear commitment to develop and learn in the role
Proven ability to effectively evaluate own performance and share knowledge with others
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