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	JOB TITLE:
	Exams and Data Officer

	GRADE:
	SCP 23-27
£20,278-£22,827 (actual salary) 

	HOURS/WEEKS:
	36 hours 42 weeks (of which 10 days are to be worked in August)
Monday- Thursday 8.30-4.15 (Including 30 minutes lunch)
Fridays 8.30-4.00pm (including 30 minutes lunch)

	REPORTS TO:
	Data Systems and Exams Manager




WHITEFIELD SCHOOL 
Claremont Road 
London NW2 1TR (5 minute walk to Brent Cross Tube plus excellent local bus services)
 
An excellent opportunity has arisen to join an exciting school in North London to oversee the data and exams processes as an Exams and Data Officer. Reporting to the Data Systems and Examinations Manager this is a great opportunity for the right candidate.

Responsibilities for the post holder include:

· Co-ordinate all aspects of data collection, analysis and evaluation.
· To inform and maintain accurate data entry of the school MIS
· To lead on strategic improvements in data collection, analysis and reporting.
· To prepare and present relevant reports for assessment, integration and investigation by a variety of users.
· Support teachers and learners in using data to raise student attainment.
· To lead and coordinate all internal and external examinations
· To ensure the accuracy and updating of the curriculum within the MIS
· To be confident in leading a team


We are seeking to appoint an exceptional candidate who has some experience in Exams and Data Analysis. The successful candidate will work closely with the Senior Leadership Team to support assessment, external and internal exams processes. You will possess excellent communication and organisational skills together with the ability to use your own initiative and manage a team and your own workload. You will also be able to use Microsoft packages, especially Excel to the highest level.
This role offers you the opportunity to become part of a successful school. You will also have access to staff development through our extensive internal and external CPL programmes. In addition to this we offer a variety of benefits to employees through our dedicated staff association team as well access to the Local Government Pension Scheme. 
 
For further information and an application pack please visit our website www.whitefield.barnet.sch.uk
 
Closing date —Friday 24th November 2017
[bookmark: _GoBack]Interview date—Monday 4th December 2017

Whitefield School is committed to safeguarding and promoting the welfare of children. 
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