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Job Description
	Post Title
	
                       Examinations and Data Lead

	
Core purpose:
	
To ensure the efficient and effective operation of all processes associated with external examinations and non-examination assessments, within the regulations set by JCQ and awarding bodies and the UTC’s Examinations Policy.
To lead in the administration, development and analysis of data related information for the school. Ensuring the efficient and accurate completion of these processes
To carry out other agreed duties to support the day-to-day smooth running of the school, including some general administrative support.
To act as a fire warden and a member of the first aid team at Mulberry UTC.
To provide supervision of and support for UTC students, including the supervision of Independent Study, where appropriate and as directed by line manager.
In addition to their core duties, all members of staff within Mulberry UTC are responsible for:
· Promoting and modelling high standards of professional competence
· Contributing to the general good order and discipline of the UTC
· Supporting the development of positive relationships with students, parents, sponsors, partners, the local community and local businesses
· Implementing UTC policies and procedures
· Safeguarding and promoting the welfare of students attending Mulberry UTC
All staff are expected to have a clear understanding of the aims, objectives and ethos of the UTC, an awareness of its role in the community and a commitment to its vision of providing students with outstanding academic and technical learning.  


	Reporting to:
	Senior line manager 

	Liaising with:
	Other members of teaching and non-teaching staff. 

	Salary / Grade
	S01 23-25 (35,223-36,417 FTE) 

	
Contracted hours

	[bookmark: _GoBack] Full time - 35 hours per week. Year-round basis (term time only or term time plus two weeks considered), 8:00am-4pm with an hour lunch break. There will be some variation during exams period.

	Key responsibilities/ areas of work:
	Exams 
1. To implement the schools examinations system through effective administrative procedures, in liaison with Senior Line Manager and the Senior Leadership Team.
2. To produce an annual calendar of exam/NEA events and deadlines, including internal exams, and communicate regularly with staff concerning these.
3. To manage the administration, organisation and smooth running of internal and external examinations and to ensure the security of external exams and NEA processes.
4. To liaise with Heads of Department with regard to awarding bodies, specifications, estimated entries and final entries. 
5. To maintain effective communications with all relevant awarding bodies and the JCQ and to ensure the timely distribution of information from awarding bodies to teaching staff.
6. To manage the electronic transmission of entries, marks and other data and information to awarding bodies and keep accurate records.
7. To manage the secure receipt and storage of exam papers and other materials and the effective despatch of exam scripts and NEA samples to awarding bodies.
8. To recruit, train, deploy, manage and monitor external invigilators and produce invigilation timetables for internal and public examinations, in liaison with Senior Line Manager.
9. To apply for access arrangements via Access Arrangements On-line, using information from the SENCo, and to ensure approved access arrangements are in place for students.
10. To provide and present relevant exam information (e.g. timetables, guidance, results) to pupils and parents and to assist with the distribution of results to pupils on results publication days and the processing of certificates on Year 11/12/13 presentation evenings.
11. To download GCSE examinations results in August, manage enquiries about results and produce the relevant reports required by the Principal, Senior Leadership Team and other staff.
12. To work with the Senior Line Manager to oversee the examinations budget, taking account of Best Value principles
13. To keep up-to-date with regulations and requirements from the JCQ and awarding bodies and advise the SLT and subject leads on their implications for UTC policy and processes.

Data 
14. To oversee the administration, development and analysis of data related information for the school.
15. Timely completion MIS upon student admission to the school (including In-Year admissions and Sixth form admissions), ensuring all available student data is included in the MIS, including prior data for primary and sixth form transfer students or mid-phase admissions ensuring the smooth transfer of records to the school’s system.
16. Assist SLT in the preparation of data for relevant statistical returns at key points in the school year, including the school census, ensuring returns are accurate and all deadlines are met. 
17. Responsible for the maintenance of the pupil database
18. Assist in the completion and maintenance of the school timetable utilising the SIM’s system, responsible for timetabling students in alternative curriculum.
19. Assist in the administration and development of student assessment processes including a tracker system and SISRA, advising staff on usage and information extracted from the system. Collate and analyse information providing management/staff with reports as scheduled or requested. Audit of data at regular intervals as directed.
20. To liaise with HOYs, DoLs and SEN departments to build subject specific tracking marksheets to raise attainment.
21. To find new and innovative ways to monitor student behaviour in line with the schools’ vision using the SIMS/Edulink platform
22. Set up baseline data setting
23. Maintaining and developing data systems including Classroom resource systems (eg. Kerboodle)
24. Attend relevant training to keep abreast of developments in data related administration. Support all staff in the continued use of the system.
25. Support with the maintenance of an accurate on roll/off roll log.

General
26. Carry out agreed duties to support the day-to-day management of the UTC, e.g. providing general support during peak periods and being on the rota for the main office and for duty at the beginning and end of the school day when required.
27. Supervise students during Independent Study sessions as required.
28. Act as a fire warden, including undertaking appropriate training.
29. Act a member of the first aid team at Mulberry UTC, including undertaking appropriate training and being on the first aid rota when required.

	Management
of people
	Responsible for a team of invigilators who are employed on a casual basis.

	Creativity and innovation
	The postholder works to defined policies, procedures and legislation. 
To postholder also should find new and innovative ways to monitor student behaviour in line with the schools’ vision using the SIMS/Edulink platform

	Decisions
	1. Discretion
Decisions are made in line with established alternatives and in consultation with the senior line manager.
2. Consequences
Failure to follow correct procedures in relation to examinations could lead to the school being investigated for exam malpractice.
Failure to provide high quality support for the admissions process could lead to students deciding to withdraw their applications for the UTC and therefore a decline in student numbers.

	Resources
	Responsible, with the Senior Leader responsible for exams and data, for the management of the Exams Budget 
Significant legal and statutory responsibility with data security.

	Work environment
	1 Work demands
There are likely to be conflicting deadlines and the environment may be pressured, especially around statutory return dates and internal deadlines Work is likely to be subject to continual interruption that will require the post-holder to work under pressure at peak times.
Failure to correctly maintain the pupil database and efficiently transfer records from the admissions procedure, could affect the school census and budgetary provision.
2 Physical demands
The role requires normal physical effort associated with office work. There may be prolonged periods of sitting while working at a computer. During the exams season, working across the building and likely to be ”on your feet” for large part of each day
3 Working conditions
The post-holder will be based in an office environment within a school.

4. Work context
The post-holder will have contact with staff, students, parents/carers and telephone/email contact with exam boards.
The position attracts heavy volumes of work at times surrounding school statutory returns and deadlines imposed can create a pressurised environment.


	Additional
Duties:
	Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the School.

Play a full part in the life of the school community, supporting the aims and ethos of Mulberry UTC, and encourage all staff and students to follow this example.




Equal opportunities statement
Adhere to the UTC’s policies and ensure anti-discriminatory practice within the service area.
Commensurate statement
Undertake any other reasonable duties commensurate with the grade as determined by the manager.
Safeguarding
Have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the academy and the local authority. 
Health and Safety

The Health and Safety at Work Act (1974) places duties on all employees:
(1) To take reasonable care for their own Health and Safety and that of other persons who may be affected by the individual’s  acts or omissions at work;
(2) To co-operate with the Principal in so much as is necessary to enable the Principal  to carry out her duties as key manager and comply with all relevant Health and Safety legislation;
(3) Not intentionally nor recklessly to interfere with or misuse anything provided in the interests of health, safety or welfare;
(4) To care for and oversee the appearance of the building;
(5) To assist management/leaders in preparing, implementing and updating all relevant risk assessments for their area of responsibility.

This job description is correct as at 16th January 2023. It is not prescriptive, nor necessarily a comprehensive definition of the post and may be subject to amendment after consultation with the post holder to meet the developing needs of the UTC.




MULBERRY UTC

Examinations and Data Officer

PERSON SPECIFICATION
As a key member of the staff team at Mulberry UTC, you will play a key role in ensuring that that systems and processes are set up and managed in such a way that the UTC functions as effectively and efficiently as possible. Key responsibilities include: 

	MININUM REQUIREMENTS 
	ESSENTIAL/
DESIRABLE

	Successful previous experience in a similar role or with appropriate relevant qualifications.
	Essential

	Relevant QCF (NVQ) Level 3 or equivalent qualifications and evidence of professional development.
	Essential

	Ability to relate well to young people and adults, and to work constructively within a diverse team, including a demonstrable commitment to equal opportunities.
	Essential

	Good literacy, numeracy and ICT skills.
	Essential

	Understanding of examination regulations, including those set out by the Joint Council For Qualifications (JCQ) and relevant exam boards.
	Essential

	Understanding of legislation relating to school admissions at both pre and post-16. 
	Desirable

	Demonstrable ability to provide accurate, efficient and highly organised support for the school admissions process.   
	Essential

	An understanding of the UTC’s specialisms: the health sector, the creative industries and the world of digital technology
	Desirable

	First aid training and understanding of certification and training requirements
	Desirable

	Training in fire evacuation procedures and understanding of relevant legislation
	Desirable

	A commitment to your own continuing professional development.
	Desirable

	Possess integrity and relate appropriately to inspire commitment, enthusiasm and confidence from staff, pupils, governors and parents in promoting the values, ethos and standards of the school.
	Essential

	Demonstrable commitment to all UTC policies, including a commitment to the protection and safeguarding of children and young people.
	Essential

	Willingness to contribute to whole school initiatives and to support teaching staff and the senior leadership team in managing the operational processes of the school.
	Desirable
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