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INFORMATION PACK FOR APPLICANTS


EXAMS AND DATA OFFICER
Atherton Community School
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Dear Applicant, 

Thank you for your interest in working at our school. Atherton Community School is a state funded secondary school which aims to provide outstanding teaching and learning, allowing each child to be the best that they can be. The school opened in September 2012 with just Year 7 students and has grown year-on-year up to Year 11. 

Atherton Community School offers an enhanced curriculum and enables students to thrive, it enriches the lives of local families and enhances community life. In developing the school, which blends traditional and innovative approaches to learning, Chapel St and our community partners are creating an educational hub that opens doors of change, relationships, and opportunity for our students. 

We are looking to appoint an enthusiastic exams and data officer to join our team as soon as possible. The successful candidate will be innovative, forward thinking and a strong team player whose philosophy mirrors our own of Expecting Excellence Everywhere. This is your opportunity to join a “Good” school (Ofsted 2014) which is oversubscribed and offers small year groups and small class sizes. 

We value our staff and believe that big or small, all teams deserve the best.  All employees at Atherton Community School have access to 100’s of affordable and free perks, comprehensive health and wellness programs, salary sacrifice and more (for more information visit www.perkbox.co.uk). 

We encourage applicants to come and see our school and you are welcome to make an appointment to visit us. Please contact Stella Holland on 01942 885500 or s.holland@atherton-cs.org 

We are committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check.

If you have a disability and require any reasonable adjustments that will enable you to apply for this position, please let us know.

I look forward to receiving your application.

Yours faithfully,


Lynn Burton
Principal

www.athertoncommunityschool.com  
www.chapelst.org 
Exams and Data Officer Application details
Apply by:			Tuesday 6th February 2018
Interviews:			TBA
Job start:			as soon as possible
Salary:	£ 23398 (FTE) for 41weeks per year,
Dependent on experience and qualifications
Location:			Atherton, Manchester
Contract:			Permanent 37.5 hours per week, 41 weeks per year,
[bookmark: _GoBack]Term time plus three weeks.
Job Description
EXAMS AND DATA OFFICER
Responsible to: Assistant Principal

To be responsible for the collation, co-ordination and processing of pupil data records, assessment data and school reports.
To be responsible for the smooth running of internal and external examinations coordinating with key stakeholders in respect of examination requirements, entries and results. 
To carry out any other duties that may be reasonably regarded within the nature of the role, responsibility and grade of this post. 

	Main duties and activities

	· Leading on pupil data records, including SIMS data and reporting in liaison with the senior staff member responsible for pupil progress.

	· Collation of assessment data onto relevant documentation for dissemination to whole staff, Governors’ and SLT.

	· Responsible for the printing, quality assuring and distribution of school reports for parents, following collation of data for production of reports. 

	· Responsible for the smooth running of internal and external examinations communicating with key stakeholders in respect of examination requirements, entries and results. 

	· Develop and maintain effective relationships with key stakeholders including exam board staff, parents and carers, governors etc.

	· Acquire and maintain up to date knowledge of the examination system, exam board policies, procedures and regulations and implement any changes which are introduced. 

	· Maintain the integrity of the examination system on behalf of the examining boards, the school and the candidates by giving due regard to all regulations and ensuring compliance.

	· Coordinate and oversee the preparation and submission of entries to examining bodies.

	· Ensure that all pupils are given all the necessary relevant information about exam entries, dates and times, conduct during exams and the collection of results and certificates. 

	· Organise appropriate arrangements for the support of candidates with special examination requirements in conjunction with the SENCO.

	· Organise the collection of registration and examination fees, invoicing and ensuring money is collected, processed securely and credited to the relevant account, coordinating with the finance team. 

	· Be responsible for the arrangements for existing and new examinations, creating an action plan to ensure any new exams are run smoothly with compliance to regulations. 

	· Recruit, train, manage and deploy invigilation staff.

	· Ensure all papers and stationary are delivered safely to the school and managed securely, ensuring completed papers are dispatched promptly and appropriately.

	· Make appropriate timetabling and room arrangements for examinations ensuring invigilation is in place. 

	· Ensure that all necessary stationary and materials and other requirements are provided for examinations. 

	· Ensure that all examinations start and finish appropriately in line with regulations, including on line exams. 

	· Manage and oversee the process for appeals, requests for remarking and other administrative issues eg for pupils who miss exams through illness or require special consideration. 

	· Process examination results and certificates, making appropriate arrangements for these to be issued. It is essential that you are available on results days to carry out relevant tasks.

	· Work with the appropriate SLT member to provide information related to public examinations (and internal exams if required) in a format which is easily accessible for prompt and effective analysis of results. 

	· Oversee the appropriate dissemination of public exam results to local and national newspapers, the local authority and DfE agencies, ensuring figures are checked for accuracy.

	· Comply with policies and procedures relating to safeguarding children and young people, health, safety and security, confidentiality and data protection.

	· Perform any other reasonable role as requested by the Principal.



Person Specification
EXAMS AND DATA OFFICER
Responsible to: Assistant Principal

E = Essential D = Desirable
	Specification
	E
	D

	Knowledge/Qualifications
Have English & Maths GCSE Grade C or above, or equivalent
Detailed knowledge of school internal examinations and public examinations
Qualified First Aider
Other qualification/Continuous Professional Development relevant to this role
	
E
E

E
	


D


	Skills/Abilities
Excellent communication skills both written and oral
Proficient ICT Skills
An understanding and commitment to safeguarding children and young people
	
E
E
E
	




	Experience
Working in secondary schools
Working knowledge of current public examinations
Working in data management/processing/reporting
Working with SIMS application
	
E
E
E
E
	


	Personal qualities
Ability to work as part of a team and communicate ideas and enthusiasm effectively
Proven ability to take the initiative and assume responsibility
Ability to work with precision and accuracy
Self-motivated, well organised with a positive attitude 
Willingness to contribute to the life and work of the school, including extra-curricular activities
To contribute to the distinct ethos of the school which embraces grace, love and fellowship
	
E
E
E
E

E
	




D



Application process
Applications will only be accepted from candidates completing the enclosed application form. Please complete ALL Sections of the application form that are relevant to you as clearly and fully as possible. CVs will not be accepted in place of a completed application form.


Safeguarding Children & Young People
We are committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check.
1. Candidates should be aware that all posts at Chapel St schools will involve some degree of responsibility for safeguarding children and young people, although the extent of that responsibility will vary depending on the nature of the post. Please see the job description enclosed in this application pack for further details.
2. Accordingly, this post is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions and bind-overs, including those regarded as “spent” must be declared. 
3. If you are currently working with children, on either a paid or voluntary basis, your current employer will be asked about disciplinary offences, including those related to children or young people (whether the disciplinary sanction is current or time-expired), and whether you have been the subject of any child protection allegations or concerns and if so the outcome of any investigation or disciplinary proceedings. If you are not currently working with children, but have done in the past, that previous employer will be asked about these issues.
4. Where neither your current or previous employment has involved working with children, your current employer will be asked about your suitability to work with children, although it may where appropriate be answered not applicable if your duties have not brought you into contact with children or young people.

Interview process
After the closing date, short listing will be conducted by a panel who will match your skills/ experience against the criteria in the person specification. If you are successful at shortlisting, you will be notified accordingly. At this stage, two references will be taken on shortlisted candidates. You will be selected for interview entirely on the contents of your application form, so please read the job description and person specification carefully before you complete your application form.
Unfortunately, due to the volume of applicants we cannot provide feedback to candidates who are not shortlisted for interview. 

In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children and young people, including:
· 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
· Attitudes to use of authority and maintaining discipline.

Conditional offer pre-employment checks
Any offer to a successful candidate will be conditional upon:
· A satisfactory enhanced DBS check 
· Proof of qualifications relevant to post
· Two satisfactory references
· Evidence of right to work in the UK, in accordance with the Asylum and Immigration Act 1996
· An occupational health assessment
· Where the successful candidate has worked, or been resident overseas in the previous five years, such checks and confirmations as may be required in accordance with statutory guidance.

Please note provision of false information could result in your application being rejected or summary dismissal if you have been selected. 


2

image1.png
’ATHERTON

' COMMUNITY SCHOOL




image2.jpeg
Building Community




