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[bookmark: _Hlk125626761]JOB DESCRIPTION
DATA & EXAMINATIONS OFFICER

Title: Data & Examinations Officer

[bookmark: _Hlk125622844]Reports to: Deputy Head

Job Purpose:
Purpose of the Role
The Data and Examinations Officer has overall responsibility for the accurate collection, management, analysis and reporting of pupil data, alongside the efficient administration and delivery of all internal and external examinations. The role ensures full compliance with the JCQ regulations and provides high-quality data to support teaching, learning, accountability and strategic decision-making across the school.
Key Responsibilities
1. Examinations Administration (JCQ Compliance)
· Act as the school’s Examinations Officer, ensuring full compliance with the JCQ General Regulations and awarding body requirements at all times.
· Maintain up-to-date knowledge of JCQ regulations and communicate changes clearly to relevant staff.
· Manage all aspects of public examinations (e.g. GCSE, or alternative qualifications), including: 
· Entries, amendments and withdrawals
· Timetabling and rooming
· Access arrangements and reasonable adjustments (liaising closely with the SENCo)
· Secure receipt, storage and distribution of examination materials
· Supervision and training of invigilators
· Dispatch of scripts and management of coursework/non-exam assessment (NEA) processes

· Organise and administer internal examinations, mock exams and end‑of‑year assessments.
· Manage results days, including checking results, resolving queries, managing reviews of marking and appeals.
· Maintain accurate examination records and evidence for inspections or audits.
· Ensure the Headteacher (Centre Manager) is kept fully informed of all examination-related administration, both online and paper-based, including overseeing and coordinating required sign-off procedures.
· Liaise with HR for the recruitment of invigilators.
2. Data Management and MIS (iSAMS)
· Be the lead administrator for the school’s iSAMS Management Information System.
· Ensure the accuracy, integrity and security of pupil, timetable, assessment and reporting data.
· Manage assessment cycles, gradebooks, reports and data imports within iSAMS.
· Configure and maintain Markbooks, tracking templates and assessment frameworks aligned with school policies.
· Work closely with the Deputy Head (Academic) to support the construction, maintenance and annual review of the school’s teacher timetables, including: 
· Inputting and validating timetable data within iSAMS (or associated timetabling software, where applicable)
· Ensuring accuracy of staff allocations, teaching loads, rooming and sets
· Assisting with scenario modelling and adjustments to support curriculum planning
· Maintain accurate staffing and timetable records to support operational planning and compliance. 
· Support staff in the effective use of iSAMS for timetables, assessment, reporting and pupil tracking. 
· Liaise with iSAMS support and external providers where required.
3. Analysis, Reporting and School Improvement
· Analyse attainment and progress data across cohorts, year groups and subjects.
· Support the tracking of pupil progress, identifying trends, strengths and areas for intervention.
· Contribute to school self-evaluation, inspection preparation and strategic planning through high‑quality data analysis.
· Support examination and assessment data returns as required by awarding bodies or external agencies.
4. Systems, Compliance and Data Protection
· Ensure compliance with GDPR and data protection legislation in relation to pupil data.
· Maintain secure systems for examination materials and electronic data.
· Support disaster recovery and data backup procedures related to assessment and examination information.
5. Communication and Collaboration
· Act as a key point of contact for awarding bodies, teachers, invigilators, pupils and parents on examination matters.
· Work collaboratively with academic and support staff to ensure smooth assessment and reporting processes.
· Provide clear guidance and training to staff on examination regulations and data procedures.
Safeguarding
The school is committed to safeguarding and promoting the welfare of children and young people. The successful candidate will be required to undergo appropriate safeguarding checks, including an enhanced DBS check.
Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the examinations officer will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the Headmaster.

For the avoidance of doubt, the duties and responsibilities contained within this job description may change from time to time according to the requirements of the role and it is not intended to have contractual effect. 
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Date: 
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PERSON SPECIFICATION
EXAMS OFFICER

Essential Qualifications and Experience
· Proven experience as an Examinations Officer in a UK school.
· Strong knowledge of JCQ regulations and awarding body processes.
· Significant experience using a school MIS, ideally iSAMS.
· Experience of managing and analysing educational data to support pupil progress.
· High level of accuracy, organisation and attention to detail.
Essential Skills and Attributes
· Excellent IT skills, including spreadsheets and data analysis tools.
· Ability to manage complex processes and multiple deadlines, especially during examination periods.
· Strong communication skills, both written and verbal.
· Discretion and professionalism when handling confidential information.
· Ability to work independently and as part of a team.
Desirable
· Experience in an independent school setting.
· Experience supporting or administering school timetables within an MIS.
· Understanding of curriculum structures, teaching loads and staffing models in a secondary or all-through school.
· Experience supporting inspections or compliance audits.
· Knowledge of access arrangements and SEN-related examination processes.
· Experience training or supporting staff in the use of MIS systems.
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