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	Post Title:
	Data & Exam Manager

	Grade:
	Trust Grade 7 


	Date:
	September 2019

	Responsible to:
	Vice Principal 

	Hours:
	37 hours per week, Whole Year


	Post Title:
	Data & Exam Manager

	
	

	Location:
	Granville Academy


	The Strategic Vision 

To ensure that all the children and young people in our care have the opportunity to fulfil their potential through achieving highly, regardless of their ability or background through the following strategic aims:
1. Deliver a high-quality education for all pupils
2. Recruit, develop and retain high-calibre members of staff
3. Establish and develop robust governance
4. Ensure financial probity and viability
5. Develop a highly-efficient trust infrastructure and central services
6. Establish effective systems to support the sustainable growth of the trust

Role Purpose
· To provision of accurate and timely teaching and learning, examination and assessment data.
· To manage the school's data management by facilitating the effective maintenance and support of data systems and provide efficient and effective organisation of the school's assessment, reporting, recording and tracking system.
· To manage the administration, organisation and smooth running of internal/external examinations.
Main Roles and Responsibilities 
· To make raw or analyse data available to all appropriate stakeholders.

· To input data accurately and efficiently using SIMS Assessment Manager and SISRA.

· To ensure accuracy and integrity of all academic data held in school.

· To arrange provision, analysis and evaluation of data and detailed reports /information. To provide detailed analysis and evaluation of data/and produce detailed reports/information as required.

· To write, design and produce reports illustrating trends in school data.

· To produce reports and power point presentations on examination and data analysis. To support Curriculum Directors, House Leaders and Senior Managers in producing information to raise pupil achievement.

· To be responsible for completion of complex forms, data returns under direction of SLT.

· To provide data to inform whole school and individual pupil targets manage the assessment process/cycle.

· To produce and update pupil targets and assessment information as per assessment calendar.

· To produce data reports to inform parents of individual pupil progress complete and return school census in collaboration with Assistant Business Manager and Deputy Head.

· To produce detailed analysis of pupil targets and assessment information including individuals and groups to Curriculum Directors, House Teams and Senior Leadership Team.

· To provide analysis of examination results provide recommendations on school data collection, methods of analysis and methods of collection.
· To build and development reports for assessment templates using SIMS, as well as managing and updating the SIMS system.

· To arrange for the electronic receipt of pupil data from other schools and incorporating it into the school’s database.

· To assist with the allocation of pupil data to particular forms and class groups.

· To arrange for the electronic dispatch of pupil data to other school's relevant Local Authority agencies i.e. Census etc .

· To manage pupil' progress reports.

· To oversee the update of pupils records and are kept securely in line with Date Retention policy.

· To complete examination entries using IT wherever possible and ensuring manual back up as appropriate.

· To liaise with staff and pupils about assessment data and resolve queries about assessment information.

· To collate and provide reports pertaining to teaching over time including collation of lesson observations, learning walks, audits, learning scrutiny and pupil progress data.

· To maintain and develop the school reporting system.

· To ensure the compliance with data protection, copyright, freedom of information, assessment and examination requirements.

· To ensure the system of reporting to parents is operated effectively and pupil tracking and annual reports are produced and issued on time.

· To develop a reporting to parents schedule.

· To ensure the school website is compliant with regards to curriculum, assessment, examinations and reporting to parents information.

· To co-ordinate and manage parent evenings and options evening.

· To administer of all issues relating to staff and pupil timetables, groups, rooming, SIMS.

· To send out texts, communicating with parents, sending letters and reports as required.

· To inform pupils about test/exam requirements and procedures and co-ordinate deadlines for assessment information.
Exams 
· To ensure rooms are prepared ready if used for an examination.

· To organise and supervise examinations in accordance with the exam regulations laid down by all the examination boards.

· To brief pupils on examination procedures and conduct, and produce guidelines for staff and pupils.

· To arrange all related and dedicated organisational information for internal tests. Duties to include: 

· arrange timetables and seating plans 

· liaise with staff and disseminating information 

· allocate appropriate rooms/exam areas 

· allocate invigilation and managing Invigilators 

· ensure preparation of papers for examinations to meet required standards and deadlines record pupil non-attendance and re-arrange where appropriate 
· To liaise with all departments to establish end of year assessment requirements which may include:

· liaise with external agencies

· ordering of resources/papers to meet deadlines 

· liaise with staff/pupils/parents regarding exam timetables 

· the recording of results for assessment data and reporting this to parents 

· preparing reports 
· To Manage all duties and responsibilities regarding external examinations on school premises:

· allocating invigilators

· liaising with the Leadership team to establish requirement for alternative arrangements for pupils where necessary 

· responsibility for Induction and allocation of roles of responsibilities to invigilators during examinations 

· be present on the day the school is notified of results, produce the relevant statistics and make arrangements for distributing results 

· all members of Support Staff are expected to provide exam invigilation and access support as required 
· To provide first aid cover as required (if trained) 
· To provide general administrative support as delegated by SLT and line manager
· To be willing to escort school trips

· To be willing to act as mentor to allocated pupils

· To attend at appropriate staff meetings including relevant CPD


	Special Features 
· The post holder shall be required to work in any of the schools/academies within The de Ferrers Trust group of academies as directed by the Chief Executive.
· Be a professional role model, and understand and promote the aims and values of the Trust.
Professional Accountabilities (this list is not exhaustive and should reflect the ethos of the Trust)
The post holder is required to be aware of and comply with policies and procedures relating to child protections, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.  In addition, they are to contribute to the achievement of the Trust’s objectives through:

Safeguarding

· To promote and safeguard the welfare of children and young people you are responsible for or come into contact with.

· To be fully aware of and understanding the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people

· To read part 1 of Keeping Children Safe in Education and updates as provided by the academy.
· To read, understand and uphold the academy Health and Safety and Safeguarding policy and procedures.
· To be aware of the indicators of concern and symptoms of abuse by completing annual safeguarding training and training relevant to current national safeguarding issues such as Prevent, CSE, FGM.
· To report all causes for concern to the Safeguarding team using MyConcern.
· To apply the behaviour management system so that effective learning can take place.
Financial Management

· Personally accountable for delivering services efficiently, within budget and to implement any approved savings and investment allocated to the service area.
People Management

· To comply and engage with people management policies and processes;

· To contribute to the overall ethos/work/aims of the Trust;

· To establish constructive relationships and communicate with other agencies/professionals;

· To attend and participate in regular meetings;

· To participate in training and other learning activities and performance development as required;

· To recognise own strengths, areas of expertise and use these to advise and support others.

Equalities

· To ensure that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation.
Health and Safety
· To ensure a work environment that protects peoples’ health and safety and that promotes welfare and which is in accordance with the Trust’s Health and Safety policy.

	Corporate Responsibilities

· To assist with student needs as appropriate during the school day 

· To show support for and uphold our ethos, value, all policies and procedures 

· To promote high standards in attendance, punctuality and appearance adhering to Staff Code of Conduct

· To support the induction of new staff, students and apprentices

· To communicate effectively and professionally, both orally and in writing

· To make a positive contribution to the wider life and ethos of the school

· To act with professionalism, integrity and with due regard to matters of a confidential nature at all times

· To comply with any reasonable request from a manager or Principal to undertake work of a similar level or commensurate with role and level of responsibility that is not specified in this job description.



PERSON SPECIFICATION ~ Data & Exam Manager
	Essential Criteria
	Measured By



	Experience

· Experience at a senior level of organising a function within an educational setting
	AF

	Qualifications and Training

· NVQ 3 Business and /administration or other equivalent qualification or experience in a relevant discipline.
	AF

	Knowledge / Skills

· Full working knowledge of relevant policies/practices and external regulations.

· Ability to relate well to children and adults.

· Ability to persuade, motivate and negotiate.

· Ability to work constructively as part of a team.

· Ability to relate well to children and to adults.

· Ability to organise, lead and motivate other staff.

· Good organising, planning and prioritising skills.

· Methodical with a good attention to detail.


	AF/I

	Behavioural Attributes

· Builds personal relationships with stakeholders, through regular contact and consultation.

· Coaches and empowers team members to take responsibility for ensuring customer care.

· Understands the academy’s development plan and how it relates to team and individual objectives.

· Accepts, supports and quickly implements change.

· Identifies and promotes best practice and encourage the sharing of ideas.

· Proactively seek opportunities to increase job knowledge and understanding.

· Values the diversity of individuals, adaptable approach to meet individual needs and effectively utilise the diversity of team members.

· Works with others to resolve differences of opinion and resolve conflict.

· Requires minimum supervision.

· Takes responsibility for own and team actions.

· Identifies and overcomes barriers and manage risks.

· Takes quick and effective action.

· Demonstrates focused implementation of role and responsibilities.

· Builds strong team ethos where everyone feels valued.

· Provides timely, sensitive and honest feedback on performance.

· Is accountable for own development and encourages the ownership of development needs amongst team members.
	AF/I


AF – Application form   I – interview

	Note 1

The contents of this job description will be reviewed with the post holder on an annual basis in line with the Trust’s appraisal and pay policy.  


Note 2:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience in working with challenging behaviours and

· Attitudes to use of authority and maintaining discipline.

Note 3:

Due to the nature of the work, this post is exempt from the Rehabilitation of Offenders Act 1974 and the post holder must have a satisfactory Enhanced Disclosure (via the Disclosure and Barring Service) the duties outlined in this job description may be modified by the Principal, with agreement of the post-holder, to reflect or anticipate changes in the job, commensurate with the salary and job title.
