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JOB DESCRIPTION AND PERSON SPECIFICATION
	Job Title:
	Data & Exams Manager

	JD Reference:
	Meridian Trust 038

	School/Academy:
	

	Weeks:
	52 Weeks 

	Hours of work:
	37 Hours

	Salary:
	Grade 8

	Responsible to:
	Assistant Principal



	Role:
	Provide an efficient and effective data and exams service for the school.

	Purpose of job:
	Maintain accurate records for all student data and provide an effective examination service for students, staff, and parents.  Provide accurate and timely data for all external agencies.



Responsibilities and Accountabilities:
Student Progress Data Management
· Oversee the import and process KS2 data providing detailed student information to enable staff to have a more effective basis for their teaching and student learning in Year 7 and throughout year groups
· Maintain and manage student academic data including SAT scores, reporting attainment and ATL grades for pupils of all years as specified in Monitoring Calendar with the school MIS (Progresso)
· Assist parents in understanding the data provided and to seek their support in evaluating the effectiveness of school communications
· Oversee the production of this data analysis to enable effective self-evaluation at cohort, House, and Curriculum Area/Subject level
· Oversee the provision of relevant data in a format understandable by a wide audience of staff and offering a supportive role to staff in understanding the data given in order that all at the school can add the maximum value to all its pupils
· Provide external agencies data required for the adherence of school’s statutory requirements
· Continue to develop use of data within school, national, local and within Meridian Trust, to raise student achievement
· Ensure the maintenance and integrity of whole school pupil data
· Provide SLT with requested data as evidence of teachers’ performance of achievement
· Responsible for the collation, maintenance and support of lesson and tutorial observation data
· Complete returns as required including FSM, School Census and Pupil Premium

Examinations Management, Leading Examinations and Achievement Team
· Accountable for the Entry and administrative organisation of, external (GCE, GCSE, EL, BTEC, Online Qualifications) and internal school exams. Ensuring that examinations provide best opportunity for students to achieve, and to restrict wherever possible disruption to other areas of college life 
· Ensure the school complies with Joint Council regulations regarding external examinations. Including storage and security of exam papers and student scripts. Liaising with Curriculum Leaders to ensure that they are aware of changes in regulations and specifications
· Responsible for collating requirements for and subsequent timetabling of internal Mock exams
· Liaising with students, parents, and House Teams regarding Special Consideration applications to the appropriate exam boards during each exam session where necessary, and within timescales. Liaising with Curriculum Support regarding Access Arrangement Applications and making the Exam Board applications within timescales. Joint management of the Curriculum support students’ exam timetable organisation
· Responsible for the billing and entry of external Candidates
· Responsible for the sending out of re-sit payment letters and the collation of monies returned before entries are made
· Management responsibility for the Examinations Budget and the Invigilators’ Staffing budgets, to include provision of projected budgetary figures for exam cost about exam entries and invigilator expenditure
· Ensure that students and parents are kept well informed of the examination process and the school’s expectations of them and to include in Assembly Presentations
· Responding to parental and student questions relating to exams within the school
· Receive and analyse results on official results days, making results available to staff, school management team, and governors in formats that enhance their ability to evaluate performance. Responsible for the distribution of Exam results to pupils and Media
· Responsible for the safe distribution of exam Certificates to students

Team Leadership
· Ensure that progression planning provides one of the invigilators to deputise for the Exams Manager/Data Manager on exam days, adhering to all rules and regulations should an emergency occur
· Responsible for the starting of internal and external exams within Joint Council regulations, or delegation thereof
· Responsible for the oversight and line management of Exams and Achievement roles to ensure that their responsibilities and duties are completed to satisfactory target

Timetabling support to the SLT 
· Maintain the timetable throughout year, ensuring changes are made as requested
· Input curriculum structure and prepare database for scheduling
· Oversee process of inputting student teaching group data and checking process
· Contribute to plans for overcoming issues arising throughout year, and during the main scheduling window
· Provide the first point of contact for all timetabling queries for staff

Support for School/Academy/Place of work:
· Participation in staff events by arrangement
· Attend Staff Meetings
· Contribute and participate in Trust events and activities where possible
· Develop and maintain effective working relationships with other staff and parents/carers
· Adhere to the Trust values
· Follow school policies, practices, and procedures

Data security:
· Act following legal provisions regulating confidentiality and security of data and information in under with GDPR regulations

Health and Safety: 
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions
· Co-operate with the Trust on all issues to do with Health, Safety & Welfare 
· Work/operate all equipment within Health and Safety and other legal regulations, including risk assessments
· Contribute to the maintenance of a safe and healthy environment

Continuing Professional Development:
· In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with research and developments related to school/academy/place of work efficiency, which may lead to improvements in the day-to-day running of the Trust
· Undertake any necessary and identified professional development taking full advantage of any relevant training and development available, particularly when related to the use of ICT, for data management and record keeping
· Maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice 

Child Protection and Safeguarding
· The post holder will have a shared responsibility for the safeguarding of all children and young people. The post holder also has an implicit duty to promote the welfare of all children and young people
· Inform the Child Protection Officer of any issues relating to the safety and well-being of students


The post holder will undertake any other duties commensurate with the grade of the post, in consultation with line manager.

This job description is subject to review and may be changed following consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Trust in relation to the post holder’s professional responsibilities and duties.


The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 
All staff will be subject to an enhanced check with the Disclosure & Barring Service.
Updated: January 2022


	
Person Specification:
Data & Exams Manager
	Assessment Key:
A = Application Form
I = Interview

	
	 
	

	Education and Qualification 
	Essential
	Desirable
	Assessment

	1
	Good educational background with 5 GCSE passes or equivalent including English Language and Maths
	✓
	
	A

	2
	Data handling or IT qualification
	
	✓
	A

	3
	Degree
	
	✓
	A

	Experience
	Essential
	Desirable
	Assessment

	4
	Experience of dealing with high level of sensitive data
	✓
	
	A/I

	5
	Experience of working in an educational setting
	
	✓
	A/I

	6
	Experience of working with external agencies
	
	✓
	A/I

	Knowledge and understanding
	Essential
	Desirable
	Assessment

	7
	Understanding of the education system
	✓
	
	A/I

	8
	Ability to use and understand a range of IT systems (school MIS, Word, Excel, Email)
	✓
	
	A/I

	9
	Ability to empathise with and understand the needs of 11 – 18-year-olds
	✓
	
	A/I

	10
	Interpersonal skills to communicate effectively and professionally with staff, students, parents, the governing body, and other stakeholders
	✓
	
	I

	11
	Calm and confident when responding to difficult situations
	✓
	
	I

	12
	Ability to maintain confidentiality of staff and pupil information
	✓
	
	I

	Skills and abilities
	Essential
	Desirable
	Assessment

	13
	Skilled at making and sustaining positive relationships with children
	✓
	
	I

	14
	Commitment to providing a professional and caring environment for staff, students, and parents
	✓
	
	I

	15
	Ability to work on own but integrate within a wider team
	✓
	
	I

	16
	Ability to use language and other communication skills that parents, and pupils and staff members can understand and relate to
	✓
	
	I

	17
	Excellent written and oral communication skills
	✓
	
	I

	18
	Ability to contribute to team meetings and contribute ideas
	✓
	
	I

	Personal Qualities
	Essential
	Desirable
	Assessment

	19
	Willingness to undergo further training and development
	✓
	
	I

	20
	Positive and enthusiastic approach towards work
	✓
	
	I

	21
	Ability to act on own initiative 
	✓
	
	I

	22
	Kindness and empathy towards students and colleagues
	✓
	
	I

	23
	Ability to work as part of a team effectively
	
	
	I

	Child Protection
	Essential
	Desirable
	Assessment

	24
	Support the Academy policies on safeguarding and child protection  
	✓
	

	A/I

	Other
	Essential
	Desirable
	Assessment

	25
	Flexibility of working hours 
	✓
	
	A/I
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