	  JOB DESCRIPTION
	

	Job Details

	  Post Title
	Data and Exams Assistant

	  Responsible to
	Data Manager

	Purpose of job

	To provide high-quality administrative support for all aspects of the school’s data management systems, examinations processes, and in-year admissions.
A key focus of the role is to support the Data Manager in ensuring that all student data is accurate, timely and compliant with statutory and school requirements.
The role also supports the Exams Officer in the smooth running of internal and external exams, and coordinates administration for standardised assessments.


	Responsibilities 

	Data Management – Supporting the Data Manager
1. Maintain accurate and up‑to‑date student data within the MIS under the direction of the Data Manager.
1. Assist with preparing and maintaining mark sheets, report templates, assessment windows and data entry points.
1. Support the Data Manager and Admissions Lead in processing all in-year student admissions, ensuring all required information is obtained and recorded accurately in the MIS (including baseline assessments, CTF files, safeguarding/SEN records and photographs).
Examinations Administration
1. Support the Exams Officer with the practical organisation of internal and external exams.
1. Help prepare seating plans, exam room materials, notices, attendance registers and candidate labels.
1. Assist with secure handling of confidential materials, including storage, distribution and dispatch.
1. Support the allocation and administration of invigilators, ensuring all documentation is available.
1. Support with invigilation of exams during busy periods.
1. Support post-results services such as review of marking and script requests.
 Standardised Assessments
1. Support the planning and administration of whole-cohort tests such as the PASS survey, Key Stage 3 Reading Assessments, and Year 7 CATs Assessments
1. Create and distribute test schedules, student lists, staff instructions and rooming plans.
1. Prepare IT rooms, devices, login credentials and ensure systems are functioning for computer‑based tests.
1. Record attendance, track pupils requiring catch‑ups and organise retests.
1. Support the Data Manager in importing assessment data into MIS.
General Administrative Support
1. Maintain accurate digital and paper filing systems.
1. Assist with routine admin including photocopying, printing, scanning and document preparation.
1. Provide additional admin support to the school office during busy periods, such as examinations or census windows.
1. Support key school events, including evening functions such as Parents’ Evenings, as part of the school’s annual calendar (in lieu of disaggregated training days).
1. Uphold safeguarding, confidentiality and GDPR requirements at all times.

	Assessment and Reporting

	· Standard of work will be assessed by the Line Manager and as such the Data and Exams Assistant will be observed and monitored both formally, through the Trust’s Performance Development procedures and informally through daily discussions. 

	Student Care Role

	· The Data and Exams Assistant will follow the Trust’s procedures for student contact & welfare.
· All issues arising from direct or indirect contact are to be taken to the appropriate Academy’s Child Protection Officer.

	Training and Development

	· Training and development will be given to ensure that the Data and Exams Assistant is able to carry out their job and will play a full and active part in the performance of the Brooke Weston Trust.

	Communication

	The Data and Exams Assistant will:
· seek to respond to work-related matters within the same working day wherever possible
· represent the Trust in a range of situations including communicating and co-operating with persons or bodies outside the school environment

	Discipline, health and safety 

	All staff share an obligation to maintain good order and discipline among the students and safeguard their health and safety both when they are authorised to be on Academy premises and when they are engaged in authorised Trust activities elsewhere. 

	Hours of work

	· The Data and Exams Assistant is employed for [hours] per week for [weeks]

	Collegiate responsibility

	In addition to the specific responsibilities of this post, every employee of the Brooke Weston Trust will commit to:
· providing a courteous and efficient service to students and staff at all times;
· using their influence with other staff and students to promote high standards of behaviour and order within the Academy
· maintaining confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.

	Performance Management

	The Data and Exams Assistant will be subject to the Brooke Weston Trust’s Performance Management arrangements as set out in the relevant policies.
Appraisal 
The Data and Exams Assistant will benefit from an appraisal system modelled on best practice in performance management. They will participate in arrangements for the appraisal of their own performance.

	Role Review

	This job description sets out the main duties of the post at the time of drafting. It cannot be read as an exhaustive list. It may be altered at any time in consultation with the post holder subject to the CEO's approval.



