WHALLEY RANGE 11-18 HIGH SCHOOL
A member of Greater Manchester Education Trust
Job Description
Data and Exams Assistant
Whalley Range 11-18 High School, Data Management
The post holder will report operationally to the SIMS and Data Manager. Apart from other colleagues in the school, the main contacts of the job are: the Exams Officer, the Deputy Head Teacher for Curriculum and Assessment, teaching staff, other support staff and students.
Main Purpose of the Job:
To accurately enter and manipulate data on the school's management information system (MIS).
To support the Exams Officer during examination seasons, setting up exam venues and collating exam papers.
Main Duties
1. To collate and enter student data (including assessment, exams and pastoral data) for the school and Trust, providing reports as necessary.
2. To assist the SIMS and Data Manager in maintaining the assessment structures in SIMS, such as marksheet templates and individual report templates.
3. To assist the Exams Officer in the smooth running of internal and external examinations.
4. To work as part of the Data Team providing general administrative duties.
5. To assist with data preparation for Ofsted inspections, Trust reviews and other quality assurance activities.
6. To assist the SIMS and Data Manager in the production of data, including comparative data, for the Senior Leadership Team, Heads of Faculty and Heads of Year in the school.
7. Advise service users of the expected service standards and time scales involved in processing requests for services.
8. To support colleagues and contribute to the vision and ethos of the school.
9. To undertake regularly occurring data processes (including weekly and half-termly data collection and reporting).
10. To support with communication to and from exam awarding bodies when queries arise.
11. Be involved with working alongside faculties to ensure assessment and exam data provided is correct and in a timely manner.
12. To undertake professional development to improve own practice and develop the role.
13. Be responsible for the accuracy, confidentiality and security of all data produced.
14. To assist with student welfare duties including supervision of students at lunchtimes under the agreed system for the school to ensure the safety and welfare of students.
15. To assist with school administrative duties including exam invigilation as part of the agreed system for the school.
16. To assist in the running of internal and external exams in the event of staff absence.
17. Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and external communications.
Where the postholder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job. If, however, a certain task proves to be unachievable, job redesign will be fully considered.




WHALLEY RANGE 11-18 HIGH SCHOOL
A member of Greater Manchester Education Trust
Person Specification
Data and Exams Assistant
Experience
• Experience of general clerical and administrative work
Qualifications/Training
• Possess good numeracy and literacy skills
Knowledge/Skills
• Possess keyboard and computer skills
• Show a willingness to participate in development and training opportunities
• Ability to relate well to young people and adults
• Ability to work constructively as part of a team
Personal Style and Behaviour
• Tact and diplomacy in all interpersonal relationships with the public, students and colleagues at work.
• Self-motivation and personal drive to complete tasks to the required timescales and quality standards.
• The flexibility to adapt to changing workloads demands and new school challenges.
• Personal commitment to ensure that services are equally accessible and appropriate to meet the diverse needs of the service users.
• Personal commitment to continuous self-development.
• Personal commitment to continuous school improvement.
• Personal commitment to the school's professional standards, including dress code as appropriate.
• Be willing to consent to apply for an enhanced disclosure to a DBS (Disclosure and Barring service) check.
