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DATA,EXAMS AND COVER MANAGER JOB DESCRIPTION
Post Title: Data, Exams and Cover Manager
Grade: Grade 7, SCP 15–22
Responsible to: Assistant Headteacher
Responsible for: Data, Examinations and Staff Cover
Overall Objectives of the Post:
To lead and manage all aspects of the school’s examinations, data systems, and daily staff cover arrangements. The post holder will be responsible for ensuring the effective use, development and integrity of the school’s Management Information System (MIS), supporting strategic decision-making through high-quality data analysis, and ensuring the smooth operation of staff cover to minimise disruption to students’ learning.
The role requires close collaboration with the Senior Leadership Team (SLT) and the Trust Central Team to support whole-school improvement and ensure compliance with all relevant regulations and data protection requirements.
Key Responsibilities
1. Examinations
· Lead and manage the full external and internal examinations process
· Ensure all examination entries are accurate and meet awarding body requirements
· Coordinate all examination timetables and ensure staff are fully informed of procedures
· Ensure all examinations are conducted in line with current regulations and guidance
· Manage access arrangements for students entitled to additional support
· Oversee the release and analysis of examination results, providing data to SLT, Trust, staff, students and other stakeholders
· Manage post-results services including appeals and resits in liaison with SLT
· Recruit, train and deploy examination invigilators
· Produce examination seating plans and timetables
· Ensure examination information on the school website is accurate and up to date
· Ensure the secure handling and distribution of examination materials
· Manage certification processes and respond to student queries
· Maintain and update all examination-related policies

2. Data and MIS
· Lead the strategic development, management and maintenance of the school’s MIS
· Ensure accuracy, integrity and security of all data systems in line with data protection regulations
· Act as System Manager, including user access, system configuration and staff training
· Coordinate system upgrades and communicate changes effectively to staff
· Develop and deliver internal MIS training and identify external training needs
· Manage statutory returns including School Census, Workforce Census and Catholic Census
· Produce, analyse and present data reports to SLT, Heads of Department and other stakeholders
· Support the use of data to inform school improvement, student progress and target setting
· Maintain accurate records, including FSM, LAC, SEND and staff information
· Work with SLT and curriculum leaders to prepare timetables, class lists and curriculum models
· Set up and manage assessment systems, including data collection cycles and reporting
· Produce reports for parents, staff and governors on student progress and attainment
· Liaise with IT support and external providers to resolve technical issues
· Support the Trust Central Team with implementation of Trust-wide systems and processes
· Attend Trust data meetings and contribute to shared development priorities

3. Staff Cover
· Lead and manage the daily staff cover arrangements across the school
· Allocate cover for absent staff, ensuring lessons remain appropriately staffed
· Coordinate and deploy cover supervisors, supply staff and internal cover resources
· Maintain accurate and up-to-date records of staff absence and cover arrangements
· Communicate cover arrangements clearly and efficiently to relevant staff
· Work closely with SLT to minimise disruption to teaching and learning
· Monitor cover trends and provide reports to inform staffing and operational decisions

General Responsibilities
· Comply with all school policies, including safeguarding, data protection and health and safety
· Contribute to staff training and development, both personally and for colleagues
· Work collaboratively with colleagues across the school and Trust
· Undertake additional duties commensurate with the role, as required

Safeguarding and Compliance
The school is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. All staff are expected to share this commitment.
The successful candidate will be required to obtain an Enhanced DBS certificate and will be subject to pre-employment checks.
Additional Information
This job description is not exhaustive and may be subject to change in line with the needs of the school. The post holder may be required to undertake other duties appropriate to the level of the role.
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