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	R o l e   P r o f i l e


	Job Title:


	Data & Examinations Officer

	Department:


	Administration

	Grade Range:


	Grade 8 – Scp 32 - 34

	Hours:


	8am – 4:15 / 4:00 (36 hours) 

	Location:


	St. Mary’s Catholic High School

	Reports to:


	Office Manager

	Responsible for:


	N/A

	Role Purpose and Role Dimensions:
	Manage the collection and sharing of all data within the school.

To manage the administration and organisation of all aspects of internal and external examinations in accordance with the regulations laid down by the awarding bodies.

To provide senior leadership with information on examinations and internal data.



	Commitment to Diversity:
	As a member of the School Team to take individual and collective professional responsibility for championing the council's diversity agenda and proactively implementing initiatives which secure equality of access and outcomes.  Also to commit to continually developing personal understanding of diversity.



	Key External Contacts:
	· Parents/Carers

· Various External Agencies

· Exam Boards



	Key Internal Contacts:
	· Students

· Senior leadership Team

· Staff

	Key Areas for Decision Making:
	· Exams

· Data




	Key Accountabilities and Result Areas:
	Key Elements:

	Data


	This will involve:

· Manage the collection of assessment data from all staff in line with school policies to ensure that student-level data can be analysed on a regular basis (e.g. Ensuring Mark sheets are available for all staff to complete in accordance with the assessment calendar).
· Management of SIMs and other data systems within the school.
· Maintain assessment records which show student attainment and progress, ensuring these are accurate, reliable and produced in a timely manner in the required formats.
· Provide termly statistical analysis in terms of Department/other cohorts to analyse performance and identify progress and underachievement and to inform management decisions.
· Provide assessment and target setting information for students staff and SLT
· To supply any other data requested by SLT as per agreed timescales
· Act as the training champion for staff, ensuring information systems are used confidently and competently and to the greatest benefit of the school.
· Ensure new starters KS2 and additional data are complete and accurate.
· Provide regular statistical analysis of attendance, punctuality, exclusiona nd conduct data.
· Ensure SMCH complies with the Data Protection Act, Freedom of Information Act and any other laws relating to information management.

	Examinations


	This will involve:

· Reviewing and revising the examination policies and procedures to ensure SMCH’s compliance with all relevant regulations.

· Liaising with relevant staff to plan and organise all public examinations. E.g. providing key dates, logging intended examination entries and notifying examination boards.

· Supplying exam entry configuration sheets and timetables to candidates and staff

· Amending examination entry data as needed and adhering to examination boards’ deadlines and regulations

· Overseeing the smooth running of external examinations, including organising all aspects of the school’s invigilation requirements room allocations seating plans. Etc.

· Notifying boards of any late candidates, irregularities tec. And responding to their instructions.

· Overseeing the delivery and log of exam papers, ensuring correct and sufficient papers received and their secure storage.

· Overseeing the dispatch of completed exam papers to moderators/examiners

· Oversee requests and administer the process for special consideration access arrangements, resists and remarks.

· Collating and co-ordinating examination results, providing reports to SLT, as required

· Distributing exam results to candidates

· To undertake any other duties required, such as examination boards correspondence, collation of certificates an course work, check and correct (if necessary examination data with external agencies.


	Key Accountabilities and Result Areas:
	Key Elements:

	Green Statement
	This will involve:

· Seek opportunities for contributing to sustainable development of the borough, in accordance with the council’s Green Commitment. In particular, demonstrate good environmental practice (such as energy efficiency, use of sustainable materials, sustainable transport, recycling and waste reduction) in management of the service provision.

	Confidentiality


	This will involve:

· You are expected to treat all information acquired through your employment, both formally and informally, in strict confidence.  There are strict rules and protocols defining employees’ access to and use of the council’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.

	Equalities
	This will involve:

· The council has a strong commitment to achieving equality of opportunity in its services to the community and in the employment of people. It expects all employees to understand, comply with and to promote its policies in their own work, to undertake any appropriate training and to challenge racism, prejudice and discrimination.



	Health and Safety


	This will involve:

· Every employee is responsible for their own Health & Safety, as well as that of colleagues, service users and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defectives and hazards to management.  


	To contribute as an effective and collaborative member of the School Team


	This will involve:

· To participate in training to be able to demonstrate competence.

· To participate in first aid training as required.

· Participating in the ongoing development, implementation and monitoring of the service plans.

· Championing the professional integrity of the School Service 

· Supporting Customer Focus, Best Value and electronic management of processes.

· Actively sharing feedback on School policies and interventions 




	P e r s o n   S p e c i f i c a t i o n


	Job Title: 


	Data & Examinations Officer

	Essential knowledge:
	· Full knowledge of school performance data

· Full working knowledge of relevant polices/codes of practice and awareness of relevant legislation.



	Essential skills and abilities:
	· Very good numeracy/literacy skills.

· Ability to analyse and interpret data

· Understanding of Sims

· Effective use of ICT and other specialist equipment/resources

· Ability to relate well to children and adults.

· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these.

· Ability to self-evaluate learning needs and actively seek learning opportunities.



	Essential experience:
	· Experience of development, management and operation of administrative systems.

	Special conditions:
	· Enhanced DBS check




� EMBED Photoshop.Image.7 ���





� EMBED Photoshop.Image.7 ���








PAGE  
5

[image: image3.emf]_1415523447.psd

