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Post: Data, Assessment and Examinations Officer  
 

Grade: NJC SCP 23-25 (£33,366-£35,235 pro rata)  
actual salary £29,435.13 – £31,496.14 

 

Working hours: 37 hours a week, term time only plus 2 weeks (40 weeks)  
(5 Days in August and 5 inset days) 

 

Accountable to: Assistant  Headteacher 
 
 

PARTICULAR RESPONSIBILITIES 
 

Responsible for the administration of public examinations related to GCSE and other examinations within the 
school. 
 

To facilitate the effective maintenance and support of the school’s data management systems and provide 
efficient and effective organisation of the school’s assessment, reporting, recording and tracking systems. 
 
 

KEY TASKS 
 

Data 

• Take the lead and be proactive in ensuring compliance with the General Data Protection regulation 
(GDPR), in the way the school requests, manages, uses and stores data. 

• Lead the collection, analysis and presentation of student performance data across key stage 3 and 4. 

• Use a range of data sets to inform and facilitate effective and robust target setting  

• To provide appropriate and timely data to Senior, Curriculum Leaders and Heads of Year to drive 
school improvement and raise attainment. 

• Interim and final assessment data co-ordinated and analysed at regular intervals, specifically after each 
tracking point and summer external exams for all Departments, SLT and Governors. 

• Produce detailed reports, data sheets for external reviews, Ofsted inspections and Governors 
meetings. 

• Maintain and develop systems (including MyEd, SISRA and FFT) to allow assessment data and targets 
to be transparent for all stakeholders, including parents and students. 

• To complete and manage the school census process. 
 

Assessment and Tracking 

• To maintain and update the current system for assessment and tracking using SIMS Assessment 
Manager & Microsoft packages to record and analyse student performance.   

• Ensure all relevant information is available to facilitate the school’s curriculum option package. 

• Produce, collect and collate students’ reports. 

• Ensure that the student data provided by external sources is imported and maintained. 

• Provide appropriate data which allows precise target setting, assessment and recording. 

• Design and maintenance of all templates and mark sheets in Assessment Manager. 

• Ensure the smooth running of the reporting process – monitoring data input in accordance with 
calendared deadlines. 

• In conjunction with Admin Team, keep student data up-to-date via data checking sheets. 

• Importing FFT data into Assessment Manager. 

• Manage the school’s data system - currently SISRA. 

• Work with all staff to ensure that data is on MyEd for parents to view and is maintained on a regular 
basis 
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Examinations 

• Organise and administer all internal and external examinations in line with JQC/Awarding Body 
regulations. 

• Completion of examination entries using SIMS wherever possible and ensuring manual back-up as 
appropriate. 

• Dissemination of information about public exams to staff, students and their parents. 

• Liaison with Curriculum Leaders and/or any other member of staff to ensure that the correct entries are 
made for all examinations. 

• Drawing up timetables for internal and external examinations. 

• Oversee receipt, secure storage, and distributions of exam materials and results. 

• Identifying all clashes in exam timetables and making appropriate provision for students. 

• Making sure that all parties are aware of rules of conduct for examinations. 

• Issuing all students with their entry slips and making any necessary corrections. 

• For all areas being used for GCSE/BTEC, the post holder must book, prepare and organise these 
examinations in accordance with the regulations laid down by all the examination boards. 

• Supplying all the necessary stationery and materials related to the smooth running of the examination 
system. 

• Liaising with SLT on invigilation and any other issues related to the smooth running of all examinations. 

• Ensure the correct implementation of special considerations. 

• Support results day activities, including downloading and distributing results, processing remarks and 
updated MIS system. 

• Organise post-results services (reviews of marking appeals and script requests). 

• Supporting SLT with analysis of examination results when the centre is notified, and to inform the 
Headteacher as soon as administratively possible. 

• Checking statistical data related to all entries. 

• Liaising with SLT on the provision of exam statistics for the DfE, Headteacher and other related groups 
(Governors’ Reports, media, etc.) 

• Ensuring all necessary certification is dealt with in the timescales set by the boards and implemented 
by the centre. 

• Ensuring that the Curriculum Leaders, parents and students are fully updated on all dates, changes in 
examination procedures, entries and results. 

• Keeping up-to-date with examination requirements, including the development of appropriate computer 
systems that meet the needs of the public examination system. 

• Checking all examination fees and charges from each examination board. 

• Managing Exam Invigilators, including recruitment, training and scheduling. 

• Co-orindate access arrangements in liaison with the SENCO. 

• Responsibility for planning and managing the budget for examinations. 

• Attend relevant training to stay updated with changes to JCQ regulations and DfE assessment 
guidance. 

• Contribute to the school’s ethos and vision for raising standards of achievement. 
 

The school is committed to safeguarding and promoting the welfare of children and young people and expects 
all staff and volunteers to share this commitment. This post is subject to a satisfactory Disclosure and Barring 
Service (DBS) Enhanced Disclosure Certificate.  
   

The details contained within this job description reflect the contents of the job at the date it was prepared.  However, it is 
inevitable that, over time, the nature of the job may change.  Existing duties may no longer be required and other duties 
may be gained without changing the general nature of the post of the level of responsibility entailed.  Consequently, the 
Council will expect to revise this job description from time to time and will consult the postholder/s at the appropriate time.  

 
 

 
Postholder’s Signature: 

 
 

 
 
Date: 

      
 
    /        / 

 
 
Headteacher’s Signature: 

 
 

 
 
Date: 

     
 
    /        / 

 
  



 

 

 Attributes  Essential / 
Desirable  

Stage 
Identified  

Qualifications 
& Training  

• Educated to GCSE level in English and Maths. 

• JQC training 

• Examination Board training 

• Exams Officer or NAEO training 

E 
D 
D 
D 

A/I 
A/I 
A/I 
A/I 

 Experience  • School Administrator with extensive Data Management and reporting experience 

• Worked in secondary school settings  

• Computer literate (all Microsoft Office applications, SIMS, MIS, SISRA, Power BI, FFT) 

• Knowledge of secondary school performance measures (Progress 8, Attainment 8) 

• Strong understanding of JCQ regulations and secondary assessment frameworks. 

• Managing the administration of examinations 

• Working with confidential and/or sensitive materials 

• Managing other members of staff, such as invigilators 

• Working with data sets 

• Complying with statutory regulations set by external bodies 

E  
E  
E  
E  
E  
E  
E  
E 
E 
E   

A/R  
A/I  
A/I  
A/I  
A/I  
A/I  
A/I  
A/I 
A/I 
A/I 

Skills and 
knowledge  

• High standard of communication (verbal and written) 

• Data analysis 

• Ability to follow policies and procedures set by the school and external agencies 

• Has the ability to communicate effectively with a wide range of different people and organisations 

• Is able to plan, organise, prioritise and manage their own personal time effectively 

• Will actively engage in training activities and take responsibility for his/her own professional development 

E 
E 
E 
E 
E 
E 

A/I 
A/I 
A/I 
A/I 
A/I 
A/I 

Personal 
qualities 

• Displays excellent organisation and time management; excels in a demanding environment, when working on 
own initiative or as part of a team 

• Ability to keep calm under pressure 

• Ability to work well in a team, and independently 

• Managing time and workload to meet deadlines 

• Ability to work flexibly and quickly under pressure 

• Ability to work across multiple projects and deadlines 

• High attention to detail and accuracy 

• Ability to work to tight deadlines to a high professional standard 

• Is committed, resilient, resourceful, keen and enthusiastic 

• Has an excellent record of punctuality, attendance, reliability and integrity 

• Can demonstrate fairness, honesty and integrity in his/her existing practice and conduct as a professional 

• Can show a positive commitment to organisational principles 

• Has resilience, particularly when facing difficult and challenging situations 

E 
E 
E 
E 
E 
E 
E 
E 
E 
E 
E 
E 
E 
E 
 

A/I 
A/I 
A/I 
A/I 
A/I 
A/I 
A/I 
A/I 
A/I 
A/I 
A/I 
A/I 
A/I 
A/I 
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 Attributes  Essential / 
Desirable  

Stage 
Identified  

• Knowledge of the safeguarding and child protection policy E A/I 

Other  • Supportive of the Catholic ethos of our school  

• Able to fulfil all spoken aspects of the role with confidence through the medium of English  

• Demonstrate a commitment to equality. 

• Demonstrate understanding of Health and Safety at work. 

• Understand and carryout Child Protection and safeguarding procedures. 

• Understand procedures and legislation relating to confidentiality and data protection. 

• CPD – be prepared to develop and learn in the role. 

• Has initiative and can work independently  

• Has an understanding of when to consult, make decisions and defer to others 

E 
E 
E 
E 
E 
E 
E 
E 
E 

A/I  
I  

A/I 
A/I 
A/I 
A/I 
A/I 
A/I 
A/I 

 

 

A - Application  I- Interview process  R- References  T-Task 
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stcuthbertschs    @stcuthbertschs  St Cuthbert’s Catholic High School 

 

 

mailto:recruitment@stcuthberts.com
http://www.stcuthberts.com/
https://www.facebook.com/stcuthbertschs
https://twitter.com/stcuthbertschs
https://www.linkedin.com/company/st-cuthbert%27s-catholic-high-school

