GENERIC JOB DESCRIPTION

POST TITLE:
Examinations and Data Officer (Schools)
POST NO:


GRADE:
6
CONTRACTUAL 

ARRANGEMENTS:


ACCOUNTABLE TO:


PURPOSE OF THE JOB

· To be responsible for the administration, organisation and smooth running of all external and internal examinations
· To produce, analyse and communicate a range of statistical data concerning pupil progress to support and inform teaching staff
key Accountabilities

1. To process student examination entries for all external examinations;

2. To produce and communicate examination timetables; 
3. To co-ordinate invigilator cover and to ensure that examination rooms are properly set up and equipped;
4. To download, analyse and disseminate examination results as required;
5. To be the prime point of contact between the school and examination boards when queries or anomalies arise;

6. To carry out or oversee any additional administrative processes to ensure that internal and external examination arrangements run correctly and smoothly; 
7. To create and maintain a range of data sets and statistics, producing analysis for a variety of recipients as required;
8. To devise the assessment calendar for each academic year;
9. To produce individual student reports for parents’ evenings;

10. To collect, analyse and distribute student data collected from other sources, and to complete returns to the Local Authority and the DfE as required.
Supporting the school
At an appropriate level, according to the job role, grade and training received, all employees in the school are expected to:
1. Support the aims, values, mission and ethos of the school and participate in a team approach to all aspects of school life.

2. Attend and contribute to staff meetings and INSET days as required, and identify areas of personal practice and experience to develop.

3. Take appropriate responsibility for safeguarding and children’s welfare and be aware of confidential issues linked to home/child/teacher/school and keep confidences appropriately.  
4. Be aware of health and safety issues and act in accordance with the school’s Health and Safety Policy.
OTHER DUTIES
The postholder may be expected to carry out duties other than those given in the job description where the level of responsibility is similar and he/she has appropriate qualifications or receives appropriate training to carry out these duties.
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