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 JOB DESCRIPTION

	JOB TITLE


	Exams and Data Assessment Assistant

	GRADE
	Grade E £16,491 - £17,772 per annum for all year round. Pro rata salary is
£8,360 - £9,009

	HOURS
	22 hrs per week over five days. There will be some flexibility on the start and finish times around the school day. TTO plus one week (to support with exam results)


Job Purpose: 

· Support the data and assessment team to ensure the effective and efficient provision of information and systems relating to data and assessment.
· To provide assistance and support to the team in all aspects of the examination process

· To ensure the accurate and timely input of information onto systems.

· To support with the production of reports to parents and other stakeholders.

· To support with the school examination process.

Duties and Responsibilities: 

OUTLINE RESPONSIBILITIES AND TASKS

Exams
To support the school with the process for, and the running of, external examinations, mock examinations and internal examinations by:-
· Disseminating information from exam boards to students and staff as appropriate 

· Collecting and collating examination entries, amendments, forecast grades and coursework marks and other returns to examination board deadlines 

· Issuing examination timetables to relevant students

· Preparing and displaying seating plans for exams 

· Helping to ensure the school complies with invigilation and examination security regulations 

· Sharing arrangements for students with timetable clashes 

· Ensuring examination stationery is kept secure and available as required 

· Supporting with the administration of individual examinations and the distribution of papers 

· Completing attendance sheets, checking scripts, packing and posting examination paper

· Supporting with the issuing of results and the appropriate analysis of these for a range of mediums
· Helping with the administration of all matters concerning special consideration and access arrangements

· Liaising with Curriculum Leaders re internal examinations

· Supporting the process for returns to the DfE and LA, i.e. School Census 
· Maintaining and updating the main pupil database to ensure all records are accurate and update 
· Importing assessment results into the main pupil database
.
Helping to undertake the monitoring of
1. Course manager in SIMS
2. KS4 allowable qualifications to ensure DfE requirements are met

3. Pupil premium student history (FSM on/off)

Assessment

1. With the support of the data and assessment team, efficiently input all school data using the most effective systems and liaise with staff as appropriate.  This will include the transfer of fine KS2 data from FFT Aspire to SIMS/Go4Schools, downloading FFT Aspire subject target for KS4 year groups and other such processes as may supersede these.

2. Support the team to upload a range of data into SIMS/Go4Schools including

a. Gifted and Talented/More Able

b. Challenged Cohort

c. KS2 Prior Attainment Groups

d. Reading ages for all year groups

e. Pupil premium students

f. New students
3. To assist with target setting for all key stages using relevant national and local sources.

4. To support with the set up and maintenance of all information as required on Go4Schools which will entail the upload of targets, markbooks/marksheets, attaching qualifications to courses, creating feed rules, responding to ad hoc queries.

5. Support with the data reporting schedule as required by the Data and Assessment team

6. Assist in producing half termly reports in accordance with the annual schedule as required by the Data and Assessment team.
7. To support with the maintenance of comment banks and the collation, production and distribution of annual student reports for all year groups. This will include the collection of ‘working at’ grades, targets, teacher comments, attitudes to learning and behaviour data in a timely manner to ensure there are no gaps in information prior to printing and binding.

8. Check for gaps in assessment data overall and fill in gaps (e.g. if students change courses and targets are missing).

9. To assist with ‘end of year’ procedures, creating backups and setting up new academic years.

10. To prepare for analysis all results for key stage assessments and public examinations.

General
1. Treat with confidentiality any personal, private or sensitive information received and in accordance with the Data Protection Act.
2. Attend and take accurate notes of meetings ensuring they are checked before appropriate distribution/recording.

3. Work collaboratively with staff across the Trust.
4. Carry out other duties as may reasonably be required from time to time to meet the evolving nature of the Trust.
5. Carry out the duties of the post with due regard to the Trust's equal opportunities policy, safeguarding, prevent, data protection, finance and health and safety procedures and other staff policies and procedures.
6. To be accountable for promoting and safeguarding the welfare of students responsible for or in contact with.
7. This job description will be updated from time to time in accordance with the needs of the schools following consultation with you.

8. To participate in the annual appraisal process.
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