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Job Description & Person Specification

Job title:

Data and Exams Manager

Report to:

Deputy Headteacher

Job Purpose:

To contribute to the improvement in teaching and learning through the
provision of accurate and timely examination and assessment data

To manage the administration of students data entry and reporting
Line manage exams

Main duties &
Responsibilities

Data Management

To liaise with staff and students about assessment data and problem
solve queries about assessment information
Upload information and produce, co-ordinate and disseminate
information/reports to appropriate staff
Report building and development for assessment templates using the
school MIS, as well managing and updating the MIS system.
To manage the Assessment Process/Cycle
To assist with the development and maintenance of the School Academic
Timetable
To liaise with all departments to establish end of year assessment
requirements which may include

o The recording of results for assessment data and reporting this to

parents

o Preparing reports

To provide support to Chilwell Croft Academy

Exams Management

To inform students about test/exam requirements and procedures and
Co-ordinate deadlines for assessment information
To liaise with all departments to establish end of year assessment
requirements which may include

o Liaising with external agencies

o The ordering of resources/papers to meet deadlines

o The arrangement of seating plans and invigilation

o Liaising with staff/students/parents regarding exam timetables
To arrange all related and dedicated organisational information for all
examinations. This may include:

o Arranging timetables and seating plans

Liaising with staff and disseminating information
Allocating invigilation and managing Invigilators
Allocating appropriate rooms/exam areas
Ensuring preparation of papers for examinations to meet
required standards and deadlines
o Recording student non-attendance and re-arrange where

appropriate

o
o
o
o




ASTON MANOR
ACADEMY

Equitas Academies Trust

Job Description & Person Specification

e To liaise with all departments to establish end of year assessments
requirements which may include

o Liaising with external agencies

o The ordering of resources/papers to meet deadlines

o The arrangement of seating plans and invigilation

o Liaising with staff/students/parents regarding exam
timetables

o The recording of results for assessments data and reporting
this to parents

o Preparing reports

e Managing all duties and responsibilities regarding External Examinations
on school premises including
o Allocating invigilators
o Liaising with the Leadership Team to establish requirements
for alternative arrangements for students where necessary
e Invigilation
o Responsible for the recruitment of invigilators in liaison with
the school management
o Establish availability of Invigilators with appropriate
experience, and allocate invigilation sessions accordingly
o Process payments for invigilators and deal with queries
arising
o Manage the induction of new invigilators
o Allocation of roles and responsibilities to invigilators during
examinations

e To manage the exams data within the Management Information System
(MIS)

e To manage entries and results data, including entries for vocational
courses

e Toensure all records in relation to exams are up to date

e To be responsible for filing of all correspondence relating to exams

e To be responsible for accurately distributing exam certificates

e To be available on results days

Other

e To ensure all tasks are carried out with due regard to Health and Safety
e To undertake appropriate professional development including adhering
to the principle of performance management
e To adhere to the ethos of the school
o To promote the agreed vision and aims of the school
o To set an example of personal integrity and professionalism
o Attendance at appropriate staff meetings
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e Any other duties as commensurate within the grade in order to ensure
the smooth running of the school

Safeguarding: The school is committed to safeguarding and promoting the welfare of
children and young people and expects all staff to share this commitment. An
enhanced DBS check is required for all post holders and successful applicants.

Grade: Grade 5

Hours: 36.50 per week

Review and Amendment

This job description is normally subject to an annual review. It may be amended at the request of
the Headteacher or post holder but only after full consultation with the post holder.

Job Description agreed by: Signature of Headteacher: ..evceeveecercerceenennnnens

Signature of Post holder: . eveccrrceecnrnrsseesenans
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Person Specification

Essential or How

Post: Data and Exams Officer

Desirable? | assessed?

Experience / Knowledge

Experience of using a School Management Information System (MIS),

1. | preferably Advanced Learning Software (Facility, CMIS, Progresso, E Al
Scheduler)

2. | Experience of using Microsoft Excel E Al

3. | Experience of managing a school timetable D Al

4. | Knowledge of school exam procedures D Al

Previous experience of invigilating examinations in a school
environment

Knowledge of the ‘Instructions for the Conduct of Examinations’
produced annually by the JCQ (Joint Council for Qualifications)

Skills and Abilities

7. | Ability to lead a team of invigilators E I

8. | Ability to demonstrate accuracy and attention to details E I

9 Ability to communicate with students, colleagues and parents clearly E /R
" | and accurately

10 Ability to act on own initiative, dealing with any unexpected problems £ /R
" | that arise

11. | Ability to work under pressure and to tight deadlines E I/R

Personal Qualities

12. | Ability to offer reliability and punctuality E R
13. | A sense of humour D I
Key

Essential=E  Desirable=D Applicationform=A Interview=1 References =R



