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Job Description

Job Title:


Data /Exams Manager
Grade:


Grade 9 - Scale point 30 – 34(£27358 – £30756) pro-rata
Working Hours:

37 hours per week – Term Time + 10 days
Responsible to:
Deputy Head in Charge of Achievement 
Purpose of Job

To manage and co-ordinate all administration related to the smooth running of data and examinations within the school, including the school’s Management Information System (MIS), reporting process, exam administration and all other data systems.
Key Duties
· Line manage the Exams Officer.
· Line manage the Data Assistant.
· Oversee training of all staff in using the School’s MIS internal Data System and accessing and understanding data.
· Have responsibility for overseeing the efficient and accurate administration, organisation and smooth running of public and mock examinations for the school.

· Oversee the school’s reporting system and liaise with relevant staff to ensure parents receive timely and effective information about their child.

· Support the school’s target setting policy and liaise with the relevant staff in establishing student targets.

· Ensure examinations entries and outcomes are linked with data.
· To ensure all staff are trained in the effective use of data systems and training is updated as appropriate.
· To ensure staff are provided with up to date, accurate and clear student performance data which can be easily accessed.

·  To act as the resident expert in understanding the school’s MIS and data systems and to continue to evaluate its effectiveness, as well as staying aware of developments in systems relevant to the school.
· To stay abreast of national changes to Performance Tables and Qualifications values.
· Working alongside the SLT to evaluate the school target setting policy in line with changes to the school population and national picture.
· In managing the Exams Officer, to ensure all examinations comply with JCQ guidelines.
· To stay abreast of national changes in examinations and advise on their implications for the school.

Your hours of work to be as agreed with your line manager and a degree of flexibility is essential. Where working hours are changed because of a business or operational need, you will be expected to comply with the new hours so long as no substantial change has been made.
Given the dynamic nature of the role and structure of the School at the present time, it must be accepted that, as the School’s work develops and changes, there will be a need for adjustments to the role and responsibilities of the post. The duties specified above are, therefore, not to be regarded as either exclusive or exhaustive. They may change from time to time commensurate with the grading level of the post and following consultation with the Head Teacher or School Business Manager, which may, if he/she wishes involve a union representative.
