JD9a (SCHG13a)

Job Title:  Data and Assessment Co-ordinator
Grade 7, point 23 (actual salary range £19,772 - £20,200, including Crawley Allowance)
Accountable to:  Director of Exams and Information
Hours: 37 per week – Term time only + 5 inset days + 2 weeks 
	

	Purpose

	To be an integral part of a team with responsibility for the efficient running of the administration of all internal and external examinations within the school, including liaising with staff, students, invigilators, award organisations and external examiners. To be responsible for the day to day administration of the school’s data management, identifying improvement opportunities. Predominantly working with SIMS and Go 4 Schools, work alongside the Director of Exams and Information on the administrative development of the school’s management information systems. You will be expected to work for 2 weeks during the Summer break, plus 5 inset days across the academic year.


	Key Accountabilities

	The specific accountabilities of this flexible role may alter from time to time in order to meet the needs of the school, but accountabilities will include (or be equivalent in nature to) those listed below:
Assessments

· Be responsible for the overall smooth running administratively of internal and external examinations, ensuring that all related administration and preparation is undertaken
· Liaise with staff/Head of Department re pupil examination entries

· Disseminate examination information to staff, students, parents/carers, including exam and invigilation timetables, guidelines and querying results

· Complete examination entries and securely store and send completed examination papers to external award organisations
· Liaise with awarding organisations to ensure the accurate administration of all examinations, including ensuring compliance with examination board rules and coursework requirements, ensuring coursework is posted securely to the relevant examiners
· Organise the school’s external invigilators, including training and ensuring up-to-date information is provided to them

· Manage arrangements for internal examinations

· Be responsible for starting and finishing exams when required

· Be responsible for the preparations of examinations, including room set up, attendance registers, securely storing and checking papers, providing and checking seating plans and stationery

· Uphold the integrity of the external examination procedures

· Liaise with the SENCO in respect of access arrangements for the specific needs of individuals (e.g. SEN), and external examination entrants

· Provide data and analysis on examination entries and results
· Manage the examinations budget

· Be responsible for all aspects of the results and results enquiry service (EARS) 

Data
· Process admissions of students to the school, involving effective liaison with the Local Authority, feeder schools, parents and staff ensuring the timely availability of new Year 7 intake data 

· Working alongside staff members with timetabling responsibilities, manage the administrative processes related to school timetabling and rolling the year forward, ensuring smooth transfer of data between Nova 6 and Academic Manager

· Ensure all data on students is accurate and up-to-date, including personal data and timetables, producing staff and student timetables at the start of the academic year and when changes are incurred

· Ensure data relating to 6th form courses is maintained 

· Ensure all students are allocated to correct classes, tutor lists and pathway choices using information provided by relevant staff

· Manage and maintain an accurate pupil roll, recording inward and outward transfers of all relevant information

· Ensure all systems are prepared for the new academic year 

· Generate data from SIMS to support other function areas within the school, together with reference requests for former students

· Ensure Free School Meal and PPI data is maintained  

· Make all official data returns including the school census and school workforce census, alongside any updates requested by the Local Authority

· Liaise with the IT and Resources Network Manager to ensure compliance with school specification in relation to SIMS ensuring the functionality of school systems and that any upgrades and problems/faults with software are effectively handled

· Support the Director of Exams and Information with the administrative developments for Go4Schools, providing on-going support for its functions

· Oversee the day to day monitoring of data protection to ensure compliance with GDPR legislation
General



	· Undertake other duties commensurate with the grade of the post as may be reasonably required




Role: Assessment and Data Co-ordinator
Person Specification

	Level of Knowledge

	· Good knowledge of the expectations of examination and accreditation boards, their systems, procedures and regulations 
· Detailed knowledge of SIMS.net and its functions
· Knowledge and understanding of the collection, use and analysis of data 
· Evidence of a good standard of numeracy, literacy and ICT skills 



	Qualifications

	· NVQ level 3 or above in relevant subject areas or equivalent working experience

· 5 GCSEs to include Level 2 English and Maths, or equivalent experience



	Experience

	· Experience of administering examinations within a school environment

· Experience of working on a variety of software packages

· Experience of working with complex documents and providing analysis of data
· Experience of working as part of a team providing effective operational support, demonstrating ability to respond quickly to emerging situations

	Skills

	· Ability to make decisions and maintain accurate records on a broad range of administrative issues necessary to ensure effective school operations of assessments and data management
· Good communication and interpersonal skills to work with SLT, suppliers, faculty teams, managers, teachers, parents, and students
· Ability to work effectively as a member of a team to achieve school and personal objectives

· Ability to work under pressure, dealing with changing priorities and competing demands to meet deadlines and to deliver on school priorities



	Competencies

	· Evidence of continuous professional development through the achievement of national assessed qualifications
· Evidence of personal and professional development through work related experience.


