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JOB DESCRIPTION
Job Title:


Data & Examinations Manager
Grade/Scale:  

Grade 11 SCP 31
Accountable to:  
Deputy Headteacher

PURPOSE OF ROLE:

In an increasingly complex school environment with a focus on attainment there is a demand for sophisticated data management. The school data manager is a pivotal figure in all of this. Providing accurate data and up-to-the-minute interpretation of pupil information. Good data is the foundation for target-setting and an indicator for interventions to increase attainment. The Data Manager in charge of these systems has to be able to manipulate and disseminate data effectively to the whole school community. They are also required to disseminate data the school receives and filter out information useful and beneficial to the school. 

Working with the Schools Leadership Team you will be responsible for the management of school data. You will input and collate data, assess, evaluate and present data on areas such as performance, pupil and parent information. Continuously developing ways of collating and presenting information. The information you produce will assist school management in ensuring that all teaching staff are effectively deployed and supported to continue to develop the teaching and learning process and the accountability of those employed in the school.

KEY AREAS

1.
Providing Information on School Development
2.
Management, Data, Timetable and Option Systems
3.
Decisions
4.
Resources – Financial & Equipment
5.
Examination Policies & Procedures

6.
Internal & External Examinations

7.
Publication and Analysis of Examination Results and Statistics

8.         Work Environment
9.
General
DUTIES AND RESPONSIBILITIES
1.  
Providing Information on School Development
· Working with the Leadership Team you will be responsible for the strategic review and monitoring of administrative structures and roles, recommending changes and developments, contributing to the evaluation and development of the school as a whole.

· You will decide on whether a separate bespoke analysis system is required and then choose and implement one, or create one. You should be able to problem solve and introduce solutions effectively, make the complex appear simple whilst communicating effectively to a wide range of audiences

· You will liaise with the Deputy Headteacher regarding timetabling and option systems, all aspects of data collation and the development of such systems.

· You will provide management with the data to inform appraisal targets. Working under the instruction of management you will monitor the implementation of, and evaluate staff performance targets reporting to management. 

· You will chair and manage meetings with the schools Special Educational Needs Officer to discuss exam entries and access requirements.

2.  
Management, Data, Timetable and Option Systems
· You will be responsible for the management and upkeep of school information systems ensuring they are up-to-date and effective. Including exam systems database, timetables and transfer.

· You will provide staff with one to one coaching / training on school information systems and processes. 

· You are responsible for the maintenance of systems ensuring systems are monitored and back up procedures implemented, trouble shooting and developing management information systems, improving existing systems including the setting up  of appropriate computer application tools for the purpose of timetabling, options, examinations and cover and ensure completion of Government and LEA returns.

· You will contribute to the development and maintenance of the Data Sharing Map under GDPR ensuring that the school is compliant with GDPR (relating specifically to Exams and Data).
· Responsible for the collection of data as dictated by the school calendar including collection of Transition Data. You will ensure the administration of all data systems appropriate to student progress. Ensuring the administration of all data systems appropriate to timetabling and options. You will be responsible for development of data analysis systems and the input of the school timetable and options process under the guidance of management.

· You will work with the Deputy Head planning for the school year ahead making sure SIMS is prepared.

· You will liaise with appropriate outside agencies such as examination boards, Fisher Family Trust, Department for Education in respect of the Census. 

· You will manage and be directly responsible for the administrative support to the leadership team including all matters in relation to timetabling, options, data analysis and examinations.

· You will ensure the timely production of all aspects of data requirements ensuring that appropriate evaluation systems are secured and evaluated.

· You will Line Manage the Exam Officer and oversee the exam process.   

· You will maintain and develop appropriate policies with regard to all aspects of the role. For example GDPR Policy (Relating to Data and Exams), Exams Policy.

· You will have a lead role in liaison with the Senior Leadership Team in respect of Data Management and provision.

3.  
Decisions
Working mostly independently, using your own initiative you will meet regularly with your manager and will work under their direction but within structures and deadlines.  You will:

· Make recommendations to senior leaders on for example, what data systems to use, GDPR how to protect data, how to communicate with parents. 

· Make decisions on how best to collate and present data. 

· What new software needs to be developed

· Patterns / trends

4.
Resources – Financial & Equipment
Responsible for maintenance, adaptation, security and accuracy of data management systems in the school. Responsible for SIMS. A valuable resource because of the information in it. Holds all information. You are ultimately responsible for all school data.
5.
Examination Policies & Procedures
· Assist the Senior Management Team in the review and formulation of the school examination policy.

· Provide a clear structure and procedures for entering pupils for external examinations and tests.

· Communicate procedures to, and work closely with staff, students and parents.

· Be responsible for all aspects of the school examination reviews.
6.
Internal & External Examinations
· Plan and timetable all internal examinations and assessments with all appropriate staff.

· Co-ordinate and oversee the logistical arrangements for the conduct of examinations.  This will involve careful liaison with staff, faculties, senior invigilator, cover co-ordinator and school caretaker.

· Act as the central receiver of information from the Examination Boards and other bodies regarding examinations.

· Check all correspondence relating to assessment/ examinations and file appropriately.

· Organise the calendar of examinations and tests as laid down by the Examination Boards.

· Circulate information, and to ensure that Heads of Department are aware of what is required by the examinations calendar and that external deadlines are met.
· Liaise between staff and Examinations Boards as requested.

· Provide a clear structure for entering pupils for external examinations and tests.  This will involve close liaison with Head of Department and form tutors.

· Provide information about, and cater for, those pupils who need special consideration.  This involves liaison with the Special Needs Co-ordinator, as well as communication with pupils and parents.

· Ensure that staff and pupils are aware of the requirements of the examinations to avoid irregularities and to ensure that pupils conduct their examinations in the best possible conditions.

· To be responsible for the filing, checking and security of all examination papers delivered to the school.

· Ensure that the day to day examination processes run smoothly, and that difficulties are met with ways of overcoming them in the interests of pupils.  As well as the requirements for special consideration, this will include illness, absence, later arrival and other unexpected situations.

· Liaise with parents and pupils concerning appeals against results in external examinations.

· Perform an annual check of candidate details.

· Pack papers and coursework reading for posting and ensure their collection by/delivery to the appropriate carrier.

· Liaise with the School Business Manager to ensure the accuracy for all examination invoices.

· Ensure that pupils are charged for non-attendance at examinations for which the school has made an entrance payment.

7.
Publication and Analysis of Examination Results and Statistics
· Provide statistical information concerning examination and test entries and results, as required by the Headteacher and by National statutory requirements, completing such official returns on behalf of the Headteacher as requested.

· Check the accuracy and completeness of external pupil records such as those held by SIMS.

· Organising the results day for pupils in August (including any subsequent appeals).
· Ensure the appropriate information is received promptly by interested parties.
8.
Work Environment – work demands, physical demands, working conditions and work context
The Job holder works in a normal office environment within the school. Spending 80% of their time in front of a PC processing data. The job holder works within a structure and works to strict deadlines. The processing of data requires a level of speed and high precision. The data the job holder is processing is of a highly sensitive (includes information on pupils and parents and Child Protection Information which can be distressing) and confidential nature. 
Errors in the in data management would be drastic for the school and have implications in respect of Ofsted, an error could skewer performance data or present a breach of GDPR.

The remaining 20% will be spend communicating with admin staff, leadership, colleagues and pupils sharing information and determining the future needs of data management systems.
9.
General
· Undertake any such duties commensurate with the post as directed by the Head/SLT/Line Manager. 
· As part of the wider duties and responsibilities, the post holder is expected to promote and actively support the school’s responsibilities towards safeguarding. 
· Uphold the professional standards expected of every member of school staff in all dealings with colleagues, students, parents and the wider community.
· Adhere to the principles expressed in the aims and vision of the school.
· Actively contribute to the continued development of the school by attending training, participating in relevant meetings, and putting forward ideas for improvement.
· Be a positive, collaborative team member.
· Apply school policies in all aspects of the role.
· Keep up-to-date with all aspects of the safeguarding children policy as it applies to the post.
· To promote equality, diversity and inclusion and demonstrate this within the role.
· To be jointly responsible for promoting and safeguarding the welfare of students.
	Holmfirth High School is committed to safeguarding and promoting the welfare of its students and expects all staff and volunteers to share the commitment. Appointments will be subject to an Enhanced DBS check. 

The Governing Body and Headteacher are committed to safeguarding and promoting the welfare of children and young people and ensuring that safer recruiting procedures are in place.

This job description will be reviewed annually. The post-holder may be required to take on additional responsibilities when necessary to ensure the effective running of the school.
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