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SYDNEY RUSSELL SCHOOL
JOB DESCRIPTION
DATA & EXAMS OFFICER
POSITION:	Data & Exams Officer
SCALE:		Scale 5 point 12-15. Actual salary £29,552-£30871
HOURS & PAY	35 hours each week, term time plus 2 weeks in summer holidays to coincide with A Level and GCSE exam results.  
CLOSING DATE:	Friday 20th February 2026
PURPOSE OF JOB:
· To be responsible for the reporting and production of Pastoral data across the school, as required for analysis by the Data Manager, SLT and/or board of School Governors.
· To support the Senior Data & Exams Officer and the Data & Exams Manager in all aspects of the effective organisation and administration of external and internal exams.
· To assist the Data & Exams Manager in the reporting and production of Assessment data as required.

MAIN ACTIVITIES 
Data: 
· To be responsible for the production of Pastoral data overviews and dashboards (using excel / powerpoint), liaising with the Attendance Manager and Pastoral Administrator to ensure that the attendance and behaviour data recorded in the school’s MIS (Bromcom) is accurate and up to date.
· To be responsible for the production and distribution of student reports (from data held in Bromcom) on progress, effort, attendance and behaviour, at times set out in the assessment calendar
· To assist the Data & Exams Manager in the reporting and production of Assessment data as required for analysis by SLT, through the maintenance of Bromcom marksheets and import of school data into school assessment tracking systems including 4Matrix/ALPS/Insight.
· To support the Data & Exams Manager in the submission of the school census, assisting in resolving errors and queries and ensuring that key areas of data submitted on the school census is accurate (suspensions, students attending alternate provisions etc).
· To assist the Senior Data & Exams Officer with reference / education history requests
· To assist the Senior Data & Exams Officer and Data & Exams Manager in the activation of digital Education Record accounts.
· To support the wider Attendance & Data Team, processing the enrolment of in-year transfers and leavers, importing and exporting CTF files, updating the internal Student Movement Tracker spreadsheet, and ensuring that all statutory requirements are met, in the absence of the Attendance Manager.

Exams:
· To assist the Senior Data & Exams Officer in the receipt, checking, sorting and secure storage of external examination papers as they arrive
· To support the Senior Data & Exams Officer with the preparation and daily running of examinations including the production of exam stationary (candidate cards, seating plans, exam slides etc) prior to the exam and the setup of all venues on the day of the exam.
· To assist with the checking, packing and despatch of examination papers by relevant authorised means.
· To assist with the production and distribution of candidate results.
· To assist with the processing of any Post Results Service requests.
· To deputise as the main Exams Officer for the centre in the absence of the Senior Data & Exams Officer. 
· To liaise with the Senior Data & Exams Officer and the Data & Exams Manager in ensuring that exams are conducted to the standards required by the JCQ.
· To support the wider Exams team during the formal exam periods, acting as an Invigilator / Reader / Scribe, if necessary
· To be responsible for the monitoring of internal / mock exam attendance and the facilitating of any catch-up exams as necessary.

All staff are responsible for promoting and safeguarding the welfare of students by always ensuring compliance with the school’s Safeguarding and Child Protection Policy. All staff must report any actual or potential risks to the safety or welfare of students to the Designated Safeguarding Lead. This document summarises the main responsibilities of the post.
REVIEW ARRANGEMENTS
 
The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that over time the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of the responsibility entailed.  Consequently, the school will expect to revise the job description from time to time and will consult with the post holder at the appropriate time.

The school is committed to the ongoing professional development of our staff so will provide relevant training courses for the successful candidate. 

CONDITIONS OF EMPLOYMENT

The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (The contract).  The post holder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body:
· To uphold the school’s policy in respect of child protection matters
· Will 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
· The post holder may be required to perform any other reasonable tasks after consultation
· This Job Description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed
· This Job Description is not necessarily a comprehensive definition of the post.  It may be subject to modification at any time after consultation with the post holder
· All staff will be expected to participate in the school’s performance management scheme.




Person Specification - Data & Exams Officer
	Criteria
	Essential
	Desirable

	Qualifications
	· GCSE In Maths & English or equivalent
· Excellent ICT skills
	

	Experience
	· Proven experience in administration including the development, management and operation of administration and management systems
· Experience of liaison with External partners
· Knowledge of Microsoft Office including Word and Excel
· Database knowledge
· Knowledge of preparing reports, minutes, general correspondence
	

	Personal qualities, skills & characteristics
	· Excellent communication skills
· Excellent interpersonal skills demonstrating the ability to relate well to pupils, parents and staff
· Able to act with confidentiality, tact and discretion
· Demonstrates a courteous and friendly approach
· Work as part of a team
· Proven organisational skills with a high level of accuracy
· Ability to be flexible and to adapt to changing and challenging circumstances
· Operate calmly and effectively
· Show initiative and be self-motivating
· Ability to manage a variety of competing priorities and meet deadlines.
· Ability to formulate ideas and solutions and present them effectively
· Ability to develop and motivate a team. 
· Delegating duties as required.
· Ability to evaluate own development needs, those of other members of a team and address them through the performance management scheme.
· Evidence of continuing professional development.
· Proactive and self-motivated.
· Planning and organisational skills to meet deadlines
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