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Data and Exams Manager

Job Description


Salary scale:	£33,077-£35,915

Hours:	Full Time, Full Year (8:15am – 4:15pm) (3:45pm Fri) however we would consider term time arrangements for the right candidate

Permanent / Temporary:	Permanent

Responsible to:	Assistant Principal 

Job purpose:	To be responsible for all Data Systems, including SIMS and Assessment Manager, SISRA and Class Charts. To also take responsibility for
· co-ordination and reporting of all pupil assessment data.
· all internal and external examinations.
· the Academy Website 

You will be responsible for providing reports to the DfE, Governing body, SLT, Directors of Faculty, parents and pupils
Managing:	Exam invigilators


Key Responsibilities

Data Information Systems

· To be responsible for all our Management Information Systems (SIMS, including Assessment Manager/SISRA/Class Charts), including the management, maintenance, usage and setup of all aspects/modules
· To ensure that relevant data is transferred to SIMS such as FFT, Key Stage 3, Key Stage 4 data
· To develop and deliver data systems which meets the needs of teachers, parents and pupils and to ensure these systems are effectively delivered and reviewed as appropriate
· To have oversight / provide training to staff on the use of SIMS
· To manage the efficient transfer of data in readiness for the beginning of each new academic year
· To calculate and input pupil targets onto SIMS on an annual basis and on an ad-hoc basis when new pupils join throughout the Academy year, and to share this data with the appropriate staff as necessary.
· To maintain users and users accounts


Leadership and Systems Support

· To closely support the Assistant Principal in the leadership of all MIS systems, all examinations and all assessment data performance data across the Academy
· To ensure the smooth and effective delivery of all services relating to the above.
· The collation, monitoring, reporting and dissemination of all information needed by relevant agencies and submitted in a timely and accurate manner
· To ensure 100% reliability of all data systems across the Academy
· To carry out any other reasonable additional duties as directed by the Principal and Assistant Principal for Assessment 

Data Analysis

· To complete a comprehensive analysis of data collected after each assessment series, both internal and external.
· To produce a range of reports that provide appropriate information for different audiences, e.g. Trustees, SLT, Faculty leads, class teachers
· Conceive and create bespoke data systems for in house analysis

Data Administration

· To be accountable for the accuracy and punctuality of data inputting
· To provide the data and be accountable for reports required by Director of Faculty, SLT and SENCO for pupil performance analysis.
· To create mark sheets that support the production of assessment data / reports across the Academy
· To maximise the functionality of the schools data systems to ensure the easy capture of data.
· To contribute to the development of other data rich activities within the Academy.
· Undertake other data related tasks as reasonably requested.

Reporting

· To complete all statutory data returns, including School Census, School Workforce Census and Teacher Assessments for all key stages
· To administer the Academy’s Assessment, Recording and Reporting procedures.
· To produce Progress Reports for all pupils in the school.
· Ensure that all assessment marksheets are set up accurately and that data is inputted correctly.
· To produce report templates as requested by SLT
· To populate and print reports in accordance with the reporting calendar.
· To organise the delivery of reports to relevant parties including duplicates where necessary.
· To upload reports to SIMS so that they are available to all stakeholders.
· Ensure that the reporting system is operated effectively and that pupils’ reports are delivered to published deadlines.
· To work alongside the teaching and support staff to develop the uses of, and implementation of, reporting data systems, providing support for their effective use.




Manage the Organisation of Examinations

· Determine the number of invigilators required for each examination session, in line with national regulations.
· Arrange for the recruitment and training of invigilators.
· Supervise invigilators, ensuring that they are aware of the examinations being sat at 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 the 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.

Support for pupils with Additional Needs

· Assist the SENCO to ensure that candidates with special educational needs are not disadvantaged by supporting them with the use of Data.
· Ensure that appropriate support/facilities are available to candidates for whom special arrangements have been made during the exam period.
· Inform candidates of the arrangements made for them.

Support for the External Examinations

· Be responsible for informing external examination boards of examination entries, coursework marks and forecast grades for GCSE’s in advance of any deadline.
· Liaise with professional bodies with regard to entries for their own examinations.
· Register pupils undertaking BTEC and similar courses.
· Liaise with Directors of Faculty regarding candidate entries and registrations.
· Be aware of any financial or academic implications if deadlines set by the examination bodies are overrun.
· Where necessary, arrange for pupils who have studied a subject elsewhere, to sit their examination at the Academy.
· 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 from 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 Senior Leadership Team 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 them effectively.
· Keep the Senior Leadership Team 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 Senior Leadership Team of potential improvements.
Support Internal Examinations

· In addition to many of the above points, the following aspects are also required:
· Liaise with the Directors of Faculty as to which subjects are to be examined, the length of the examination and the number of pupils involved.
· Prepare an examination timetable for both staff and pupils.
· Allocate suitable rooms for the examinations, and liaise with staff affected.
· Arrange for sufficient invigilators to be present in each venue.
· Be responsible for the coordination, organisation, checking and (re)arranging of all internal examinations (PPEs/CATs/Digital/PoP etc).
· Liaise with SLT in the creation and delivery of the ARR calendar

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 the Directors of Faculty with regard to the collection of coursework marks and their dispatch to examination boards within externally set deadlines.

· Co-ordinate with the Directors of Faculty the 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.
· Collate and submit online individual unit grades/results for BTECs.

Support Data and Financial Management

· Assist in the preparation of data relating to examination results for distribution to Governors, parents and other interested bodies.
· Make arrangements for enquiries about results, the return of scripts/photocopies and the declining of awards.
· 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 invigilators’ timesheets.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required.
Websites

· Oversee and update the Academy website
Other

· Contribute to and support the overall life, work/aims and ethos of the Academy Trust
· Attend and participate in relevant meetings as required
· Participate and engage in the annual appraisal process
· Any other duties commensurate with the scope, purpose and grading of the post, with agreement from the Principal and/or Assistant Principal

Note: The job description may be reviewed at the end of the academic year or earlier if necessary. In addition it may be amended at any time after consultation with you.


General

· To be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as soon as they arise
· Actively promote equal opportunities and support the delivery of services which are accessible and appropriate to the diverse needs of service users.
· To participate in training and other learning activities and the academy’s performance management process
· The post holder will be expected to work flexibly and carry out all duties in compliance with the academy policies
Corporate Staff
Fulwood Academy has a strong corporate staff component; some corporate staff are centrally employed and others work in curriculum areas or other specified areas.



Our corporate team pride themselves on their professionalism and effectiveness.
Fulwood Academy has whole school staffing policies. Corporate staff have the same access to appropriate training courses as teaching staff. All academy personnel policies are equally applicable to corporate staff and teaching staff. Corporate Staff are encouraged to play a full part in the academy community.
Personal qualities for all staff
Fulwood Academy is on a journey of rapid change. Sharing our vision, Working as a TEAM in the pursuit of excellence for all’, is vital. This is supported by a caring atmosphere where discipline and relationships are based on our four core values:
· Trust
· Excellence
· Ambition
· Manners

To support the academy and to your own success, we expect the following from the whole team:
· a commitment to the protection and safeguarding of children and young people;
· the ability to work as part of a developing team
· the ability to demonstrate a caring attitude to pupils and colleagues
· appropriate qualifications/or experience to competently carry out your role
· a willingness to pursue professional and personal development

All staff at Fulwood Academy are role models for children and are expected, therefore, to model good behaviour and conduct themselves in a way that is consistent with our expectations of our pupils.

Performance Management

To participate in the annual Performance Management process, agreeing targets linked to academy development plan, departmental and personal priorities.

Safeguarding Commitment
Fulwood Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
All post holders at Fulwood Academy are subject to an Enhanced DBS check following the offer of a post, and any offer is subject to satisfactory checks being obtained.

PERSON SPECIFICATION

MIS Manager

	
	Essential
	Desirable
	Assessed by

	Education, Qualifications, Training and Experience
	· GCSE equivalent in Maths and English at grade C or above
· Full knowledge of relevant policies/codes of practice and awareness of relevant legislation
· Experience of managing a schools MIS, including SIMS and SISRA
· Experience and ability to use Assessment Manager, to manipulate and create reports using assessment data to improve performance and develop intervention strategies
· Experience and knowledge of how to manage internal and external examinations

	· A Level or equivalent
· Information Management qualification
· Assessment Manager training
· Exams module training
	Application Interview

	Skills and Abilities
	· Good communication and literacy skills
· Good numeracy skills
· An ability to work under pressure and balance conflicting demands
· An ability to keep accurate and precise records
· A good role model for the pupils, smart in appearance and punctual
· The ability to work flexibly
· To be able to work well as part of a team
· Ability to develop positive relationships with the target groups
· Good ICT Skills
	· Experience of working with children aged 11- 16
· Experience of working in a school environment
	Application Interview

	Other
	· Commitment to equal opportunities
· A willingness to undertake additional training, keep up to date with developments
· To comply with Academy policies and procedures
	
	Application Interview
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