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The closing date for applications is 5pm (GMT) on 31st
January 2025. Applications should be made electronically
via the TES portal. As part of the process candidates
should submit (as attachments on the TES portal
application form):

Applications will be reviewed on a rolling process with
interviews taking place online in January & February 2025.
We reserve the right to close a position once we have
received sufficient applications to form a short-list. Early
application is therefore encouraged. RGSR is committed to
ensuring that the privacy of applicants and employees is
protected.



DATA MANAGER
JOB SUMMARY 

To be responsible for the management, development,
review and evaluation of effective administrative
systems for assessment, data and exams. 

1.

To assist the Principal/Vice Principal to ensure the
delivery of an effective and quality business support
service for the school in related areas. 

2.

To lead in the planning development, monitoring and
management of allocated staff, including coordination
and delegation of relevant activities for assessment
and exams i.e. Exam Invigilators. 

3.

To lead on maintaining correct and up-to-date data
for assessment, data and exams. 

4.

To lead on the timely deployment of accurate report
cards, in accordance with the school’s reporting
policies. 

5.
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KEY RESPONSIBILITIES AND ACCOUNTABILITIES 

1.Administration 

1.1 To organise, supervise and undertake complex
administrative duties in relation to the organisation of
school activities in Data, Assessment & Exams, using
appropriate software including Sims.net 

1.2 To ensure that any work delegated to staff is
completed to a high standard and in agreed timescales,
liaising with staff as and when necessary. 

1.3 To organise the preparation of specific materials on
behalf of the Principal e.g. National and Local Reports
and other related documentation etc. 

1.4 To manage complex administration areas e.g.
correspondence; administrative procedures including
completion and submission of complex forms, returns
ensuring quality assurance processes. 

1.5 Provide or resource administrative and organisational
support for the areas of responsibility, including
preparing any relevant documents and/or reports
relating to Assessment, Data & Exams. 

1.6 Provide organisational and complex advisory admin
support. 

1.7 To co-ordinate and/or provide day to day
management of the administration of school facilities and
building in relation to areas of responsibility. 

2.Organisation 

2.1 To have lead responsibility for the assessment and
reporting systems in school, liaising with appropriate staff
as and when necessary. 

2.2 To be responsible for the effective management of
examinations, including liaising with the relevant
Examinations Boards and checking examination papers
as requested by the Vice Principal, management of
invigilation for exams etc. 

2.3 To be responsible for the effective management of
the report cards systems - including the creation of
marksheets, liaising with teachers and generating and
timely despatch of report cards. 

2.4 To be responsible for the effective deployment of
exam results to students, staff and wider stakeholders. 

2.5 To plan and manage an annual exam budget for the
school within agreed timescales in association with the
relevant Vice Principal. 

2.6 To arrange examination invigilation/training and assist
in the delivery as and when required to ensure effective
completion of the reporting system and delivery of
exams. 

2.7 To be responsible for the delivery of an effective
Assessment, Data and Exams administration support,
ensuring all duties assigned, exams cover arranged and
that staff have the skills and abilities for the delivery of
effective Assessment, Data and Exam administration
functions. 

2.8 Take a lead role in planning, development, design,
organisation and monitoring of support
systems/procedures/policies in relation to the
management of the admin and organisational support in
related areas i.e. Assessment, Data and Exams for the
school. 

2.9 To have responsibility for Health and Safety
Management within the Admin & Organisational team
responsible for Assessment, Data & Exams. 
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3.Responsibilities 

3.1 Management responsibilities for invigilation staff: inc.
recruitment; induction; appraisal; identification of
learning and development need; monitoring of staff as
and when required. 

3.2 To effectively respond and deal with unanticipated
problems within the areas of responsibility. 

3.3 Manage financial administration procedures in
relation to the costings of related procedures. 

3.4 Develop constructive relationships and communicate
with other agencies/professionals both internally and
externally. 

3.5 Recognise own strengths and areas of expertise and
use these to advise and support others. 

5.Support for the School 

5.1To work as part of a team and support the role of
others at all times contributing to the overall work and
ethos of the school. 

5.2 To undertake and conduct personal development
through training and other learning activities including
performance management, as required. 

5.3 Provide complex advice and guidance to staff, pupils
and others in the related areas of responsibility i.e.
Assessment, Data and Exams. 

5.4 To ensure compliance with and development of
policies and procedures relating to child protection,
health, safety and security, confidentiality and data
protection, reporting all concerns to an appropriate
person. 

4.Resources 

4.1 Be responsible for the selection and management of
resources, including management of a budget and
regular audit of resources in association with the
designated Vice Principal. 

4.2 Take a lead role in the recruitment of support staff
and in managing associated employment procedures as
and when necessary, in line with school needs. 

4.3 To be responsible for the accuracy, confidentiality and
security of personal data, both manual and computerised
information. 

4.4 To effectively deal with complex and potentially
contentious information, both orally and in writing. 

4.5 To take a lead role in management, planning,
monitoring and evaluation of the exams and reporting
budget on an annual basis in collaboration with the
designated Vice Principal. 

4.6 Manage service contracts if and when applicable. 
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