GENERIC JOB DESCRIPTION

POST TITLE:                  SIMS, Data, Exams Manager and Timetabler
POST NO:


GRADE: 


8
DIVISION:

DIRECTORATE:
ACCOUNTABLE TO:

PURPOSE OF THE JOB

To provide effective management of student data and daily processes, and to be responsible for the overall management of the SIMS system for the whole school to ensure that critical data is up to date and available to teachers, parents and students. 

To ensure the effective and efficient examinations provision for the whole school.  

To maintain the whole school assessment database and to provide assessment data as required in the management of student assessment.  

To provide all DFE and LA statutory returns as required throughout the year. 

Work with the Assistant Head teacher to ensure the creation and maintenance of an effective school timetable and supporting curriculum leaders to ensure effective deployment of staffing.

key Accountabilities

1. SIMS Tasks and Responsibilities 
Student Records 
· To process admissions of students to the school, involving effective liaison with the Local Authority, feeder schools, parents and staff. 

· To ensure that all data on students is accurate and up-to-date, including personal data and timetables. 
· To ensure that all students are allocated to correct sets, tutor lists and pathway choices using information provided by relevant staff. 

2. School Operations 

· To support SIMS users through provision of access, training and trouble shooting and to use appropriate links with the Capita SIMS helpdesk. 
· To manage and maintain an accurate pupil roll, inward and outward transfers of all relevant information including Year 7 induction onto the school roll. 
· To output data from SIMS to support other functions and areas within the School, together with reference requests from former students. 
· To establish and maintain databases as required within school. 
· To make all official data returns, including the school census, school workforce census, September student count, and weekly data updates to the Local Authority. 
· Keep up to date with developments in management systems and functionality to ensure school systems are fit for purpose. 
· To work closely with ICT Manager for authorisation on procurement and software to ensure compliance with school specification, and to ensure functionality of school systems is maximised. 
· Liaise with internal and external IT managers regarding upgrades and problems/faults with software to enable efficient and effective performance of relevant software packages. 
· To have knowledge of other areas, e.g. staff cover and student attendance 
3. Data Tasks and Responsibilities

· To be in charge of data analysis and produce in-depth, relevant, user-friendly reports to enable staff and governors to monitor and track pupil progress and achievement throughout the school.

· To process projected and target grades for all year groups after each interim assessment and provide RAGGED individual grade sheets to candidates, Heads of Faculty, Head of Departments and the Senior Leadership.
· To work closely with the Senior Leadership Team and be innovative in creating and developing ways of using data to enhance pupil achievement. 

· To provide training on data interpretation and the understanding of reports produced to staff and students.

· To ensure the school meets all its statutory duties in the reporting of results and to keep abreast of government policies and initiatives regarding pupil achievement and tracking.

· To be responsible for completing returns requiring pupil data including the termly School Census, (PLASC) and the School Workforce Census.

· To produce summary and report data on specified pupil groups e.g. with regard to gifted and talented, ethnicity , pupil premium etc
· To train colleagues in data interpretation and analysis.

· To be the Systems Manager for staff using SISRA, including setting up users, permissions, passwords and organising training (this does not involve hardware).

· To continually improve and enhance the systems and procedures which are of relevance to this post. 

· To attend the necessary courses relating to assessment and to share this information with appropriate colleagues.
4. Examinations Tasks and Responsibilities 

· Oversee all arrangements for all public examination entries eg GCSE and equivalent and Vocational subjects 

· Co-ordinate the preparation and submission of entries to examining bodies. 

· Ensure all examination papers and stationery are delivered safely to the school, being responsible for their strict security and ensuring completed papers are dispatched promptly and appropriately. 

· Be responsible for arrangements for the conduct of existing and new examinations including the provision of accommodation. 

· Co-ordinate the team of invigilators, with the support of the Exams Assistant, including recruitment, training, management and deployment of invigilation staff. 

· Make appropriate timetabling and room arrangements for the above and ensuring proper examination invigilation of the examinations is put in place. 

· Ensure that all examinations start and finish appropriately in line with examination board regulations including the conduct of any on-line examinations. 

· Ensure that pupils are given all the necessary relevant information about examination entries, the dates and times of the examinations, conduct during examinations and the collection of results and certificates and that this information is given in good time. 

· Ensure that all necessary stationery and materials and other requirements are provided for examinations. 

· Initiate appropriate correspondence with and responding appropriately to correspondence from the various examination boards the school deals with, including 

· Deal with issues relating to appeals, remarking and other administrative issues such as pupils who miss examinations through illness or who require special consideration. 

· Deal with enquiries from parents and students, including former students. 

· Receive examination results and certificates and making arrangements for their issue. 

· Oversee the appropriate dissemination of public examination results to local and national newspapers, and to the appropriate Local Authority and DfE Agencies; ensuring that the Local Authority and DfE/Ofsted figures are checked for accuracy. 

· Keep up to date with the necessary policies, procedures, rules and regulations laid down by the different examination bodies. 

· Organise appropriate arrangements for the support of candidates with special examination requirements (eg dyslexia, disabled) in conjunction with the Head of Special Needs. 

· Work in liaison with the nominated of the Senior Leadership Team  to provide information related to public (and if required, internal) examinations in a format which is easily accessible so that effective examination analysis can take place immediately after results have been received and processed. 

· Liaise with Heads of Year and Heads of Department to ensure appropriate timetabling and invigilation arrangements are in place for the school’s internal Years 7 - 10 examinations and for the Year 11 mock examinations. 

· Analyse data arising from questionnaires and surveys which the school may carry out from time to time and responding appropriately. 

· Participate in appropriate CPD with the agreement of your Line Manager. 
5. Timetabling task and responsibilities
· Scheduling the timetable within SIMS
· Support the Assistant Head teacher with planning the timetable
· Create the timetable using appropriate software and input into the school information management system including any rotations that might occur and ensuring that changes which affect assessment recording and reporting are compatible and consistent.
· Communicate timetable changes to all staff and pupils.
· Create the new academic year in the school’s information management system.
· Ensure all relevant data has been inputted into the system to facilitate timetable construction and changes.
· Assistance with such other administrative and supervisory tasks as may be required from time to time for the efficient operation of the school.

OTHER DUTIES
· To ensure all tasks are carried out with due regard to Health and Safety
· To promote the agreed vision and aims of the school
· To set an example of personal integrity and professionalism.
· Attend appropriate staff meetings.
· Any other duties as commensurate within the grade

The post holder 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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