JOB DESCRIPTION
United Learning is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment


Job Description for the post Director of Character and Culture

Hours of Work: 	Full Time 37.5 hours per week – All Year
Contract: 		Permanent 
Salary:  		United Learning Support Staff Pay Scale 
Department: 		Pastoral
Line Manager: 	Vice Principal 
Line Managing:	Data & Exams Officer


Main Purpose of Job
To manage the processing and ensure the smooth running of all examinations, controlled assessments and vocational qualifications and to lead the processing and distribution of student related data. As the Data and Exams Manager you will be responsible for developing and maintaining Academy systems of assessment recording and reporting to support Teaching and Learning. 
Specific Responsibilities of the Post:

Main Duties & Responsibilities
· To manage the processing of all external and internal examination procedures to ensure the smooth running of all examinations, controlled assessments and vocational qualifications 
· To lead the processing and distribution of student related data and be responsible for developing and maintaining Academy systems of assessment recording and reporting. 
· To support Teaching and Learning by interpreting and analysing trends and highlight fluctuations in performance to appropriate colleagues 
· To work with the AVP/VP for Curriculum and Assessment, Curriculum Area Leaders and those with responsibility for year groups and subgroups to identify gaps in progress and attainment for groups, subgroups and individuals and to plan how to use resources effectively to close the gaps and improve attainment and progress 
· To keep up to date with changes in curriculum, examinations and measures that impact on the local and national environment and to inform SLT of any significant changes 
· To work with the Trust Data manager in the sharing of key examination and assessment data
Examinations
· Downloading and importing results files into the Academy’s MIS using the A2C client when results are released in August 
· Preparation and distribution of results notifications for students on results day as well as resolving any queries with awarding bodies 
· Collating and analysing the results for publication to stakeholders and the Trust 
· Collating and preparing certificates for distribution on presentation evening 
· Liaising with heads of department to collect estimated entries for submission to awarding bodies 
· Downloading base-data for examinations and vocational qualifications from the awarding bodies for import into SIMS examinations manager and preparation of the relevant exam seasons for each academic year 
· Liaising with heads of faculty to collect information on courses being delivered and entries to be made with clear records to be kept to ensure the accuracy of entries and accountability of all parties involved 
· Processing entries, amendments and estimated grades using SIMS examinations manager ensuring all deadlines are kept to and late fees are avoided for each examination season 
· Liaise with facilities management to prepare the examinations hall 
· Preparation and development of a pupil handbook to include all relevant information of the exam series such as entry lists, timetables, notices and instructions for pupil conduct alongside AVP Curriculum.
· Preparation of seating plans, place cards, notices and any other requisite materials to ensure that the examinations proceed in accordance within statutory guidelines as well as managing the entry and exit of students into the examinations hall to ensure a calm and orderly examination 
· Liaising with the SENCO regarding candidates with SEN; applying to the awarding bodies for special considerations, access arrangements and modified materials where required. Also ensuring that any students sitting exams with access arrangements are catered for with appropriate rooming, support staff and invigilation 
· Managing the receipt and secure storage of examination materials and ensuring we have sufficient materials and examination stationary for each season 
· Checking scripts are present and ordered, packaging scripts and ensuring attendance registers are accurately completed before scripts are sent off using the Parcelforce yellow label service. Also packaging and posting any materials relating to controlled assessment, coursework etc. 
· Using where possible the SIMS examinations manager for administration of all vocational qualifications, including entry and unit claims for all subjects. Where this facility is not available using the awarding body secure websites 
· To resolve examination clashes in accordance with regulations 
· To recruit and train exam invigilators, as well as providing them with a handbook containing guidance and any relevant rules and regulations from the JCQ and awarding bodies. Examination invigilators will need to be briefed before each examination 
· To produce an overall examination timetable for each season and to distribute individual candidate timetables to students
·  To develop and maintain the Academy’s examinations policy, ensuring it is up to date and meets the JCQ requirements 
· To meet with the JCQ inspector and ensure all the requirements are met to enable the Academy to pass the inspection 
· To attend any meetings, training or development opportunities as required by the post 
· To undertake such additional duties as are reasonable commensurate with the level of this post
Data
· To have overall responsibility for Arbor including being the principal point of contact for the Trust, LA Arbor team and Capita 
· Support the management users and permissions within Arbor and other key Academy systems.
· Preparation of data for statutory returns e.g. Academy Census 
· Follow Trust target setting policy to apply Targets to KS4 students. 
· Maintain progress check system and reporting system in Assessment Manager 
· Maintain assessment marksheets for all staff 
· Create bespoke reports in Arbor for staff as required 
· Upload and maintain student targets and assessment data in 4Matrix, Sisra and PowerBi sharing with the Trust as required. 
· Attend data meetings organised by the Trust to keep abreast of current issues and developments. 
· To work closely with the Trust to maintain and adapt data collection systems and processes 
· To collate, monitor and analyse data as required and provide comprehensive information and reporting assistance on a timely basis to SLT, the Trust and other internal customers 
· To manage the timely and accurate entry and processing of data relating to students including personal details, achievement, attainment, behaviour, demographics and other areas required by the Academy 
· To be responsible for the development and production of student reports 
· To be responsible for the production of regular reports for SLT and key stakeholders relating to the progress and attainment of all year groups and identified groups 
· To ensure that all data and information is processed in accordance with Data Protection principles 
· To respond to and provide advice on Freedom of Information and Data Protection requests in line with relevant legislation 
· To become involved in project work and support the SLT in implementing new initiatives. 
· To support the Academy in continuing to develop and maintain effective and efficient systems of work 
· To provide training and support to staff within all departments of the Academy on data analysis and usage 
· To effectively communicate management information to a variety of audiences

Management of Data & Exams Officer:		
· To manage an assistant exam and data officer in performing all the neccessary and desiered tasks
· To meet regularly in order to communicate the mission, vision and values of the Academy 
· To encourage participation in training and other relevant learning activities as required.
 
General: 
1. To attend and participate in meetings as required
2. To work openly within the framework of best practice identified in the school safeguarding policy.
3. To report any concerns regarding student safety or staff working practices to the designated CP officer(s).
4. To keep up to date with local and national CP training and training requirements.
5. To undertake other tasks commensurate with the role.
6. To maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues



This job description will be updated on a regular basis in consultation with the post holder

The above information is to help staff understand and appreciate the work content of their post and the role they are to play in the organisation. However, it should be noted that whilst every effort has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings may therefore have been used, in which case all the usual associated duties are included in the job description. 

Person Specification: Data & Exams Manager 

	Description
	Rating
	Evidence

	 Knowledge and Understanding
	
	

	5 GCSE passes A* to C or equivalent (inc English and Maths)
	Essential
	Application

	Educated to A Level or equivalent
	Essential
	Application

	Additional qualification / evidence of CPD relevant to the responsibilities of the post
	Essential
	Application

	Experience in a similar role
	Desirable
	Application / Interview

	Excellent oral and written communication skills
	Essential
	Application / Interview

	Good working knowledge of SIMs or other MIS
	Essential
	Application / Interview

	High level of ICT skills including a strong working knowledge of Microsoft Office applications – Advanced use of Excel Spreadsheets
	Essential
	Application / Interview

	Accuracy and attention to detail
	Essential
	Application / Interview

	Previous experience of working within an educational setting
	Essential
	Application / Interview

	Good communication skills, for effective interaction with colleagues, external agencies and other stakeholders
	Essential
	Application / Interview

	Experience of training and supporting others with data analysis
	Desirable
	Interview

	Experience and/or knowledge of the Academy sector
	Desirable
	Interview

	Personal Attributes
	
	

	Responsibility for own professional development and be willing to partake in further staff development 
	Essential
	Application / Interview

	The ability to motivate, support and challenge
	Essential
	Application / Interview

	The ability to promote and maintain quality control in all aspects of work 
	Essential
	Application / Interview

	A team player with energy, commitment, enthusiasm and resilience.
	Essential
	Application / Interview

	The ability to prioritise workloads and to work to given deadlines
	Essential
	Application / Interview

	The flexibility to adapt to changing workload demands and new challenges
	Essential
	Application / Interview

	The ability to maintain confidentiality
	Essential
	Application / Interview

	A commitment to equality and diversity policies
	Essential
	Application / Interview

	A commitment to Health and Safety
	Essential
	Application / Interview

	A commitment to child protection and safeguarding
	Essential
	Application / Interview

	An understanding of child protection and safeguarding
	Desirable
	Interview
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