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				JOB DESCRIPTION
                        DATA & EXAMS MANAGER

	

[bookmark: _GoBack]Overall Job Purpose: To be responsible for all aspects of the day-to-day management and analysis of data in order to support the efficiency and effectiveness of the college whilst also aiding the drive for student progress and outstanding teaching and learning.   To be responsible for all aspects of the organisation of internal and external examinations ensuring compliance with all relevant regulations.

	Accountabilities – Specific

Data:
· To manage and deliver the implementation, development, monitoring and updates of college MIS system (Arbor).
· Ensure Arbor is fully populated and accurately kept up to date with student, staff and college data information.
· Be the ‘Arbor champion’ for the college ensuring effective utilisation of it’s full functionality including recording student details, attendance, assessment, timetabling and examinations.
· Advise on new Arbor functionality where it can help meet the college’s future needs
· Oversee and update information held on Arbor, including timetable, class lists, assessment examination data and any other data requirements.
· To lead the new student enrolment processes ensuring that all students are enrolled onto the MIS system in a timely and accurate manner with key information and data disseminated to relevant staff.
· To ensure that all student CTF files are downloaded onto the MIS system and that student details are cross-referenced and up-dated from student information provided on enrolment day.  
· Support the CORE Team with effective development of data collection and tracking systems.
· Oversee the data collection calendar and processes ensuring consistent and timely gathering of pupil data.
· Ensure aspirational student target setting systems are in place utilising up to date national data eg. DFE L3VA Ready Reckoner.
· Track student performance and compile accurate and timely data analysis reports as required for Intervention Meetings, CORE Team, Governors and the Trust.
· Support with Intervention tracking and analysis.
· Prepare reports for students and parents with accuracy and in a timely fashion.
· Lead the data preparation and submission of College Census and in-line with standards and requirements set by the DFE/ESFA/Ofsted.
· In consultation with the Trust’s independent data protection officer, take responsibility for monitoring data protection compliance and helping the college community understand how to comply with data protection law.  

· Keep records in accordance with the college’s record retention schedule and data protection law, ensuring information security and confidentiality at all times.


Exams:
· Develop and implement the College’s examination and assessment policies and procedures to ensure compliance with all relevant regulations including DFE, JCQ and exam boards’ guidelines.
· Keep up to date with the requirements of the role. Ensuring attendance at appropriate awarding body and other Inset training, meetings etc and keeping up to date with the latest procedures and regulations for all examinations
· To ensure that all external exams are run in accordance with all relevant and up to date regulations including DFE, JCQ and exam board guidelines.
· Liaise with relevant staff to plan and organise all public examinations and internal assessments; e.g. identifying key dates, logging intended examination entries and notifying Examination Boards.
· Supply exam Statements of Entry and timetables to candidates and staff.
· Lead the smooth running of all external examinations and internal assessments, including organising all aspects of the College’s invigilation requirements, room allocations and seating plans.
· Notify Examination Boards of any late candidates, irregularities etc.  
· Ensure communication with Examination Boards regarding all aspects of policy and procedure relating to examination regulations; attending any training provided by Examination Boards, the Joint Council for Qualifications (JCQ) and other bodies as appropriate.  
· Manage the delivery and logging of examination papers/resources, ensuring correct and sufficient papers/resources are received and stored securely.
· Ensure the dispatch of completed examination papers/resources and controlled assessments to moderators/examiners.
· Support the SENDCO, with Access Arrangements procedures and requirements – organising testing, Form 8, and ensuring all arrangements are in place for those candidates eligible in any assessments and examinations. 
· Oversee requests and administer the process for Special Consideration and Enquiries about results.  
· Prepare examination results for distribution to candidates.  
· Be responsible for the analysis of examination results. Collate and co-ordinate examination results, providing reports to the CORE Team, Governors and Trust as required.  
· Undertake any other duties required, such as recruitment of invigilators and Examination Boards’ correspondence and collation of certificates.
Accountablities - Generic
· Serve as a role model based on high standards and professional conduct
· Be aware of and comply with policies and procedures relating to equal opportunities, confidentiality and data protection, reporting all concerns to the appropriate person.
· To comply with the College’s Code of Conduct

· Maintain confidentiality in relation to all work undertaken 
· Contribute to the safeguarding and promotion of the welfare and personal care of students and with regard to Child Protection procedures.
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.
· Undertake any necessary professional development
· Carry out such duties as may be reasonably assigned by the Principal
· Participate in the College’s staff appraisal system.


	This job description will be reviewed annually, and updated as required, in line with the ongoing development of CAPA College.  It is not a comprehensive statement of procedures and tasks, but set out the main expectations of the College in relation to the post holder’s professional responsibilities and duties.  

	Employment checks required of this post:
· Evidence of entitlement to work in the UK.
· Evidence of essential qualifications as detailed in the Person Specification.
· Two satisfactory references.
· Evidence of a satisfactory safeguarding check e.g. DBS
· A List 99 check.
· Confirmation of medical fitness for employment.
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