United Endeavour Trust
September 2019
JOB DESCRIPTION –OFFICE MANAGER/ EXAMS & DATA OFFICER
Name: 








POST GRADE/SALARY:
Grade 7
1.0
JOB TITLE AND PURPOSE: OFFICE MANAGER/EXAMS & DATA OFFICER
To ensure the smooth running of the Academy’s office and it’s administrative systems, including overseeing Reprographics, Examination support and Reception.
2.0
WORKING HOURS
37 hours per week – Whole Year
3.0
LINE MANAGEMENT:

Responsible to:  Principal/Vice Principal
Line Management of: Administrator – Exams, SLT & Repro and Receptionist
4.0
DUTIES AND RESPONSIBILITIES:
4.1
Office Management 

· To manage the reception and office team
· To oversee and contribute to Reprographics and Examination support.

· To monitor and review the performance of the team and conduct individual performance management reviews

· Hold regular team meetings with office staff.
· Undertake recruitment/ induction/appraisal/ training of other staff
· Contribute to the development of office systems and processes.

4.2
 Manage the Organisation of Examinations

· Determine the number of invigilators required for each examination, in line with national regulations.

· Liaise with the Head of HR with regard to the recruitment of Casual staff. Arrange training for current and new invigilators.

· Supervise invigilators, ensuring that they are aware of the examinations being sat at a particular session, the length of each examination, who the candidates are for each examination and of any special arrangements made for particular candidates.

· Develop and maintain systems for identification of candidates.

· Arrange for sufficient and appropriate examination rooms in accordance with national regulations.

· Arrange for examination desks and chairs to be set out.

· Arrange for the appropriate notices to be displayed in and outside the examination rooms.

· Check that sufficient invigilators are present.

4.3 
Support for Pupils with Additional Needs
· Liaise with SENCO, candidate and parents with regard to any special arrangements that may be required and ensure that appropriate support is available. 

· Ensure that permissions are obtained from the examination boards and copies are available for inspection.

· Inform candidates of the arrangements made for them.

· Liaise with the Local Authority with regard to candidates who may receive home tuition.

4.4
Support for the External Examinations

· Be responsible for informing external examinations boards of examination entries, coursework marks and forecast grades for GCSE, AS and A levels in advance of any deadline.

· Be responsible for registering pupils for the examinations, and coordinating the collection and reporting of Teacher Assessment levels in advance of any deadline.

· Liaise with professional bodies with regard to entries for their own examinations.

· Register students undertaking BTEC and similar courses.

· Liaise with Head of Departments regarding candidate entries and registrations.

· Be aware of any financial or academic implications if deadlines set by the examination bodies are overrun.

· Inform staff, candidates and parents of examination details, including timetables, venues and seating arrangements.

· Brief candidates on examination procedures and conduct.

· Identify possible examination clashes, make appropriate alternative arrangements that maintain the security of the examination and inform candidates of the changes.

· Answer queries form candidates, staff and parents regarding examination details.

· Maintain an overview of all regulations relating to public examinations, to attend appropriate meetings and to advise the SLT of changes required in the academy’s procedures.

· Liaise with the examination boards over any queries they may have with regard to entries, marks or results.

· Be aware of any computer-based examination data analysis modules and to use the effectively.

· Keep the SLT informed on the progress of examination entries and of any problems that have been identified.

· Report to the Principal and the examination board any suspected or confirmed breaches of the examination regulations.

· Keep under constant review examination procedures and to make recommendations to the SLT of potential improvements.

· Make arrangements for enquiries about results, the return of scripts/photocopies and the declining of awards.

4.5
Support Internal Examinations

In addition to the many of the above points, the following aspects are also required with the support from the Administrator – Exams/SLT & Repro:

· Liaise with the Heads of Departments as to which subjects are to be examined, the length of the examination and the number of pupils involved.

· Prepare an examination timetable.

· Allocate suitable rooms for the examinations and liaise with staff affected.

· Arrange for sufficient invigilators to be present in each venue.

4.6
Support for Resources

· Be responsible for the receipt, checking and arranging for secure storage of examination papers received from examination bodies.

· Ensure that sufficient supplies of examination stationery, including specialist data books are available.

· Prepare examination papers, examination stationery and other materials required for individual examinations.

· Co-ordinate the distribution of examination materials to individual examination rooms.

· Co-ordinate the checking of completed examination scripts and dispatch to examiners within specified deadlines.

· Liaise with Heads of Departments with regard to the collection of coursework marks and their dispatch to examination boards within externally set deadlines.

· Co-ordinate with Heads of Departments the collection and dispatch of candidates’ coursework to external moderators, as directed by examination boards.

· Be responsible for the receipt of examination results and to make arrangements for their distribution to candidates, senior staff and departments, maintaining accuracy and confidentiality.

4.6
Support for Financial Management

· Check and approve invoices received from examination bodies.

· Ensure payment is received from candidates who are resitting examinations, have missed examinations or have requested an enquiry about results, and from external candidates.

· Approve invigilator’s timesheets.

4.7
Clerical and Administrative Management
· To provide confidential clerical and administrative support to the Principal and members of the Senior Leadership Team as required
· Oversee the work of the Receptionist and Administrator – Exams, SLT & Repro
· Undertake other confidential administration as required
4.6
Support Organisational Management
· Undertake the role of Complaints Co-ordinator, ensuring adherence to the Trust’s Complaints Procedure at all times.
· Manage manual and computerised record/ information systems.
· Maintain diaries including and electronic diary system.

· Production of the weekly bulleting through liaison with all staff.

· Responsible for arranging all governor related exclusion and discipline committees;

· Contacting parents and outside agencies

· Minuting the meetings

· Completing all paperwork ensuring that parents and the LEA are notified of governors decisions.

· To provide a statistical analysis of cover each half term for the Senior Leadership Team

· Maintain and update the school app.

· Produce and publish Academy Newsletter in conjunction with Administrator – Exams, Admin & Repro
4.7
Support Financial Management

· Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required

· Manage expenditure within an agreed budget
4.8 
Management of Data 

· Make data available to appropriate stakeholders at the appropriate time, e.g. parents, students, 

· teachers, LEA, DCSF, other external agencies at the appropriate time. 

· Ensure the integrity of all data held in the school. 

· Ensure data is input in a consistent and accurate manner onto all data systems. 

· Develop and maintain data protocols. 

· Provide data and produce reports in a timely manner to meet internal and externally set deadlines.
· Produce regular reports to meet statutory requirements and deadlines. 

•  Ensure student reporting system is operated effectively and student reports delivered on time.

PART TWO: PERSONAL AND PROFESSIONAL CONDUCT                    
5.0 Office Manager/Exams & Data Officer is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes which set the required standard for conduct throughout their career. 
•   An Office Manager/Exams & Data Officer upholds public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by: 

· treating students with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to their professional position. 

· having regard for the need to safeguard students’ well-being, in accordance with statutory provisions. 

· showing tolerance of and respect for the rights of others. 

· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. 

· ensuring that personal beliefs are not expressed in ways which exploit students’ vulnerability or might lead them to break the law. 
•     An Office Manager/Exams and Data Officer must have proper and professional regard for the ethos, policies and practices of the academy in which they work, and maintain high standards in their own attendance and punctuality. 

· An Office Manager/Exams & Data Officer must have an understanding of, and always act within, statutory frameworks. 
PART THREE: OTHER

6.0
Appraisal

· To participate in arrangements agreed at United Endeavour Trust for the appraisal of his/her performance and the development identified.
6.1 Policies 

· To understand and comply with all school policies.
· To take all reasonable steps to ensure that Health and Safety requirements are observed, both on the academy premises and elsewhere
6.2
General Terms

· The above responsibilities are subject to the general provision of the appropriate conditions of service document and any other interpretation as discussed with the non-teaching association.

· All job descriptions are subject to change as the needs of the trust changes.

· All support staff will undertake any other reasonable duties within the overall function, commensurate with the grading level and responsibility of the role.

Signed   _________________________________________ Post holder 

  _________________________________________ Chief Executive Officer
  _________________________________________ Date
