


WELCOME 
FROM THE HEAD 

Russell Langdown 
Head of School 

Lawn Manor Academy is proud to be part of the Ascend Learning Trust. 

We were the first school to join the Ascend Learning Trust in 

September 2017 and we enjoy close links with all Ascend Learning 

Trust schools. We believe that within each child there is a real potential 

to achieve and that, as teachers, it is our job to ensure that this 

potential is met through their academic studies and high expectations. 

Lawn Manor Academy is an all-ability school and we place great 

emphasis on inclusive education. 

We have an excellent pastoral care system to support pupils and the 

community. We offer a rounded curriculum to suit children of all abilities 

with excellent facilities to support this. We take pride in the focus we give 

to each child as an individual and how we help them to develop and grow 

to achieve well and be a good citizen. 

We have an ambitious vision for our school with a robust strategy for 

achieving it. Our I Learn values are at the heart of our strategies for 

success. 

Working at Lawn Manor Academy is both rewarding and inspiring. We are 

an inclusive environment that celebrates diversity and different cultures 

daily. We are committed to extremely high standards of behaviour and 

have fostered an environment where the relationships that exist within the 

school, and the polite and respectful atmosphere that we enjoy, are 

commented on by all who visit our school. 

By teaching our pupils how to demand the best of themselves, we will send 

them out into the world ready to embrace the challenges they will meet; 

whether they are in the boardroom, on the stage, in the lab or on the 

sports field at home or abroad. A positive mind-set is important at Lawn 

Manor Academy. 

We take pride in "Inspiring and Creating Futures for All". 

Inspiring and Creating Futures for All 







 

Job Description – Assistant Data & Exams Manager  
 
Purpose of the Role 
To support the effective administration and management of the school’s 
examinations and data systems, ensuring accuracy, compliance with regulations, 
and efficient processes that support pupil progress and whole-school 
improvement. 
The post holder will assist in delivering all internal and external examination 
processes and contribute to the collection, analysis, and reporting of pupil 
performance data.  
 
Key Responsibilities 

• Support the organisation and delivery of all internal (mock) and external 
examinations (e.g. GCSEs).  

• Assist with:  
o Exam entries and registrations with awarding bodies 
o Timetabling, seating plans, and rooming 
o Invigilation arrangements and communication with invigilators 

• Ensure all examination processes comply with JCQ, awarding body, and 
regulatory requirements.  

• Support the secure handling, storage, and distribution of examination 
papers and materials.  

• Assist with results days, post-results services (e.g. reviews, remarks), and 
certificate distribution.   

• Support the maintenance and accuracy of the school’s Management 
Information System (MIS). 

• Input, validate, and maintain pupil data including:  
o Assessment, attainment, progress, behaviour, and attendance 

• Assist in producing:  
o Student reports 
o Assessment data collections 
o Performance and progress reports for staff and leaders  

• Support statutory data returns including the School Census and other DfE 
requirements.  

• Assist in the administration of the school’s reporting cycles, including data 
collection and report generation.  

• Support analysis of assessment data to inform teaching, learning, and 
intervention. 

• Ensure data integrity through regular validation and quality assurance 
checks.  

• Provide administrative support to the Exams & Data Manager and wider 
school team.  

• Liaise with:  
o Teaching staff 
o Heads of Department/Year 
o Senior Leadership Team 
o External agencies and exam boards  

• Respond to queries relating to data, reporting, and examinations. 
• Support general office and administrative duties where required. 

 



 

• Work closely with colleagues to ensure the smooth running of exams and 
data systems.  

• Communicate effectively with staff, pupils, and parents regarding exam 
arrangements and data reporting. 

• Contribute to team meetings and training where appropriate. 
• Ensure confidentiality and compliance with GDPR and data protection 

regulations.  
• Adhere to school policies, including safeguarding, behaviour, and health & 

safety. 
• Participate in performance management, CPD, and relevant training. 
• Undertake any other duties commensurate with the grade of the post. 

 
Person Specification 
Qualifications & Experience 

• GCSEs (or equivalent) in English and Maths (Grade 4/C or above) 
• Experience in administration or data handling 
• Experience working in a school environment or exams/data role (desirable) 
• Knowledge of MIS systems (e.g. SIMS, Arbor) (desirable) 

 
Skills & Knowledge 

• Strong IT skills, particularly Microsoft Excel and data systems 
• Excellent attention to detail and accuracy 
• Ability to work to strict deadlines, especially during exam periods  
• Knowledge of examinations processes and regulations (desirable) 
• Strong organisational and time management skills 

 
Personal Attributes 

• Professional, reliable, and discreet 
• Strong communication and interpersonal skills 
• Ability to work independently and as part of a team 
• Flexible approach to workload, particularly during peak periods 

 










