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	Post Title:
	Data  and Exams Manager

	Job Purpose:
	To ensure the timely and effective collection and reporting of data to inform teaching and learning at all levels within the Academy. 

To be responsible for the management of MIS and data software systems within the Academy 

To report to the MAT Strategic Data Lead for Data and timetabling to ensure that communication between Academies and Trust is consistent and timely. 

To be responsible for the smooth running and administration of all public examinations. 

To liaise with all pupils, teacher, parents and examination boards in respect of examination requirements. 

Ensure the school adheres to all awarding bodies regulations.

	Responsible to: 
	Principal through the Vice Principal 

	Responsible for:
	Collection, analysis and reporting of key data.

The management of MIS and data software within the academy.

Ensuring all exam entries and withdrawals are accurate and in-keeping with exam board deadlines

Ensuring all exam board policies and regulations are correctly implemented and adhered to

	Liaising with (Working Relationships):
	Principal and senior leadership team
MAT Strategic lead for Data and Timetabling
Directors of Learning
Teaching and support staff
Examination Boards
Student Admin and Exams Administrator

	Hours of Work:
	Full Time

	Grade and Range of Post:
	Scale I

	Current Base:
	

	Disclosure Level:
	This post is subject to an enhanced DBS disclosure.

	Main / Core Duties:
	To manage the process of collating, quality assuring, analysing and reporting on key academic data.
To respond to statutory requests for academy data including census returns
To maintain and update the academy timetable in liaison with the Vice Principal Provision and MAT Strategic Data Lead for Data and Timetabling
To ensure that pupil records are accurate and that key data is up to date throughout the academic year
Be responsible for ennsuring that systems to be used for submission of examination entries and for the receipt , recording and issuing of results and certificates are effective
Download all basedata and examination results into MIS
Manage the receipt of all examination results on results days, in liaison with the Principal and organise the distribution of results to students and the relevant summaries and data to the Principal 

	Operational Planning:
	Make a contribution to the planning of assessment and data collection timeframes
To contribute to the effective scheduling of data and timetable management processes
To advise VP and DOL of exam board deadlines as appropriate

	Service Provision:
	Provide accurate and timely data reports, both scheduled and in response to emerging needs
Ensure that data is accessible, accurate and appropriate for a range of audiences, both within the academy and across the Trust
Manage MIS staff user accounts in liaison with the academy Business Manager
Receive, check and distribute examination entry statements to students, making and submitting any amended entries to the Boards
Receive and process requests for remarks, receipt of scripts and appeals against results
Oversee the arrangements for students with additional needs
Organise the arrangements for the sittings for all examinations, including internal examinations, arranging venues, invigilators and publishing the schedule to staff and students
Maintain accurate records of all examinations, including seating plans and registers
To provide expert guidance and support to staff as required

	Service Development:
	To keep abreast of changes to statutory data requirements and changes to key performance measures
Maintain an up to date knowledge of the examinations system and examination board regulations
To ensure that relevant software is kept up to date and that additional functionality is integrated as appropriate

	Staffing and Staffing Development:
	To line manage the Student Admin and Exams Administrator

To assist in the facilitation and delivery of relevant training to all key stakeholders

To support staff in their use and understanding of software and data

	Recruitment / Deployment of Staff:
	Support recruitment processes as required

Recruit, train and monitor all examination invigilators

Support collaborative working across the MAT

	Quality Assurance:
	Ensure that student achievement data is accurate and complete
Ensure that data is correctly processed using analysis software
Ensure compliance with all MAT and Academy policies
Ensure that all public examinations take place according to regulations published by examination boards and the such regulations are publicly displayed

	Management Information and Administration:
	Develop processes for gathering of attainment and pupil data

Ensure all information required by the Principal, senior staff, and DFE is produced accurately, timely and efficiently.  

	Communications:
	To ensure that all communications with service users demonstrate the values of the MAT 

Be the School’s principal link with Examination Boards regarding all aspects of examination entries

Liaise with Directors of Learning regarding all examination entries
Effectively articulate to all stakeholders and in a variety of ways, the vision which underpins all aspects of the Academy’s provision and support. 

To attend all meetings identified by senior staff and Principal and communicate the MAT vision effectively at meetings – both internal and external. 

	Marketing and Liaison: 
	Develop, nurture and maintain the positive image the MAT. 

Attend all functions and meetings necessary to support the delivery of the role, ensuring the values of the MAT. 

	Management of Resources (Other than People):
	Responsibility for the safe use and safe keeping of Trust resources. 


	Corporate Responsibility:
	To abide by and implement all policies and procedures of the MAT, including being aware of and responsible corporately and as an individual for Health and Safety policies and procedures. 

	Other Specific Responsibilities:
	To provide First Aid within the Academy
To support students with medical conditions as required.

To contribute to the overall ethos, work and aims of the Academy and the Academy Trust. 

To carry out all duties in the most effective, efficient and economic manner. 

To continue personal development in the relevant area. 

Participate fully with arrangements made in accordance with the MAT’s Performance Management Policy. 

Perform any other reasonable duties as requested by the Principal. 

	Safeguarding:
	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and individually take responsibility for doing so. 

	General Statement:
	This job description is current at the date shown, but in consultation with you may be changed to reflect or anticipate changes in the job, commensurate with the grade and job title. 

	Date:
	[bookmark: _GoBack]October 2018
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