K I N G  D A V I D  H I G H   S C H O O L


Job Description

Mission statement:  “Let There Be Light Through Faith & Work”

	JOB TITLE:
	Examinations Officer and Data Manager 



	POSTHOLDER:
	

	SALARY/GRADE:
	PASS Level 7 

	WORKING TIME/TERMS:
	Term time plus 10 days, 35 Hours per week.  Additional days to be worked as agreed with the school in exam results weeks.


	PRIMARY PURPOSE OF THE JOB:
	· To provide administrative and organisational support within the school and across the campus

· To maintain and develop the whole examinations process in accordance with external and school requirements

· To manage the cover system across the campus for absent staff, both teaching and support in order to ensure continuity of teaching and learning

· To provide a strategic overview in the development and use of data for curriculum and administrative purposes



	DIRECTLY RESPONSIBLE TO:
	Deputy Headteacher



	LIAISING WITH:
	Business manager/Admin Staff/SLT/DoLs/HoDs/Site manager


	GENERAL RESPONSIBILITIES
	· To support and promote the Campus Jewish ethos and mission statement.

· To ensure a duty of care at all times to safeguard and promote the welfare of all students.

· To work within the Campus Health and Safety policy to ensure a safe working environment for all students, staff and visitors.

· To work within the Campus Equal Opportunities policies to promote equality of opportunities for all students and staff.

· To maintain high professional standards of attendance, punctuality, appearance, conduct and courteous, positive relations with students, parents, colleagues and visitors.

· To actively support and promote positive professional and curriculum links across the campus.
· To assist with campus activities involving pupils where appropriate and according to individual skills 
· To actively engage with the performance management process and continue with personal and professional development.

· To adhere to Campus policies and procedures as set out in the staff handbook and other documentation available.



	MAIN AREAS OF RESPONSIBILITY



	EXAMINATIONS


	· To plan, organise and supervise the examinations system and process at all key stages.

· To plan and organise the internal examination system

· To liaise with the school office on examination details and oversee the administration and entries of examinations including coursework ensuring accuracy 
· To plan and organise the examination timetable including room allocation and preparation

· To manage secure storage arrangements for confidential exam material

· To organise, oversee and supervise examination invigilation

· To keep up to date with relevant regulations and ensure compliance

· To liaise with staff, examination boards and outside agencies

· To provide and analyse data on examinations for Staff and Leadership Team 

· To organise and attend both Results Days:  GCSE and A levels

· To provide data reports for staff and governors on GCSE and ‘A’ Level performance on results days

· To prepare estimates of expenditure and exercise day to day control of the examination budget

· To manage the post results process including any appeals

	DATA


	· To play a key role in the development and use of data across the campus and act in an advisory capacity to the Leadership Team

· To liaise with teaching and administrative staff re the use of data 

· To provide training for staff in the use of data and ICT hardware and software relating to data management

· To provide analysis of data and trends for Leadership Team, Staff and Governors when required

· To provide data for LA and DfE as required.

· To produce information on pupil progress data as part of the tracking and monitoring of pupil progress

· To be responsible for the effective and efficient operation of the systems relating to pupil progress data

· To liaise with the Business Manager and Database Manager re data systems and processes relating to pupils parents and staff

· To liaise with ICT staff as appropriate

· To manage the collection, import and export of data for the purpose of reporting progress to parents:
· Creating data spreadsheets and manipulating in Excel spreadsheet format. Undertaking analysis and interpretation of data, and producing detailed reports and complex information. Responsible for presenting data in a user friendly format for a variety of audiences. Preparing complex information and presenting reports with analysis / identification of trends. 

· Supporting the school’s Deputy Head and DOLs in the development and provision of data for analysis

· Managing the creation and maintenance of grade sets, marksheets and report templates.  Supporting parents and students with accessing their school data online.

	CONFIDENTIALITY:


	· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to all staff and pupils. They may also have access to information relating to the campus.  All such information from any source is to be regarded as strictly confidential

· Information relating to staff and pupils or the business of the campus may only be divulged to authorised persons in accordance with the campus policies and procedures relating to confidentiality and the protection of personal and sensitive data.


	Health & Safety:
	The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Campus Health & Safety Policy, to include:

· Using safe working practice guidelines within the workplace 

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks

· Making effective use of training to update knowledge and skills

· Maintaining work areas in a tidy and safe way and free from hazards

· Reporting potential risks identified.

	Personal/Professional Development:


	The post-holder will participate in any training programme implemented by the campus as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development

· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others that are undertaking similar work.

· To seek support and guidance for training and development needs from the Headteacher/Business Manager/Leadership Member responsible for Staff Development
· Line management of identified staff and undertake their Performance Management Reviews

	Quality:


	The post-holder will strive to maintain quality within the Campus and will:

· Alert other staff members to issues of quality and risk

· Assess own performance and take accountability for own actions, either directly or under supervision

· Contribute to the effectiveness of the Campus by reflecting on own and campus activities and making suggestions on ways to improve and enhance the campus performance

· Effectively manage own time, workload and resources.



	Other Specific Duties:

1. To ensure a duty of care at all times to safeguard and promote the welfare of all pupils.

2. Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

3. Employees will be expected to comply with any reasonable request from management to undertake work of a similar level that is not specified in this job description.

4. Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

5. The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.



	Conditions of Employment
	The post holder is required:

· To support and encourage the Campus ethos and its objectives, policies and procedures, as agreed by the Governing body.

· To uphold the campus policy in respect of safeguarding and child protection matters.

· The post holder shall be subject to the National Agreement on Pay and Conditions of Service supplemented by local conditions as appropriate and all relevant statutory and institutional requirements.

· This post is subject to Enhanced DBS Disclosure

	This job description is current at the date shown, however, in consultation with you, this may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the salary/grade and job title. The job description will also be reviewed annually.

Date Prepared  June 2022



Signed (Post Holder) ……………………………………………..   Date ………………………….

Signed (Headteacher) ……………………………………………   Date …………………………..
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