
 
 

 
 
 

 

 
FINCHALE ROAD, ABBEY WOOD, LONDON  SE2 9PX 

TEL: 020 8311 3868                  FAX:020 8312 1642 

WWW.STPAULSACADEMY.ORG.UK 

 
Principal: Siobhan Malone 

 

Data and Examinations Officer  
Working Pattern: Permanent, Term-time only (40 weeks) 35 hours per week.  
Salary Scale: £27,000 - £32,000 (salary negotiable for exceptional candidates)  

Start Date: 1st September 2021 (early start date would be considered) 
 

We are looking to appoint a motivated and enthusiastic Data and Examinations Officer to become a part of our Data and Exams 
team alongside the Assistant Principals for Data & Systems and Progress for All.  

 
We offer:  

 Use of the State-of-the-Art gym  

 Free Breakfast and Lunch in school restaurant  

 Private Healthcare Benefits  

 Opportunities for further Professional Development  

 Excellent structured staff system, designed to promote support and development 
 

St Paul’s Academy seeks to serve young people from both the Catholic and the local community, welcoming all those who embrace 
its values and share its quest for excellence. 
 
Brief description of the roles responsibilities:  

 To co-ordinate examinations, including entries, results, timetables etc. both internal and external. 

 To provide accurate support in connection with all examinations and key stage data entries.  Data collection, collation 
and analysis and regular reporting. 

 To be able to analyse and provide for specific groups for individual subjects, year groups, classes, students and teachers, 
following the Academy’s schedule.  

 To ensure that data is regularly extracted, manipulated and analysed in order for middle and senior leaders to provide 
relevant and appropriate support, intervention and enrichment to students at all key stages.  

 
How To Apply:  
Your application is a direct permanent application to St Paul’s.  
 
To apply for this position, please request an application pack from the Recruitment Manager, Iain Slinn at 
stpaulsacademy@hays.com or to discuss the position further, please call on 0207 259 8770.  
 
St Paul’s Academy is committed to safeguarding and promoting the welfare of children and young people; it expects all members  
of staff to share this commitment. This post is subject to a Disclosure and Barring Service (DBS) check.  
 
*Applicants are strongly encouraged to apply early for this role. The school reserves the right to close this advert early should the 
right candidate be found.  
 

                                                                                                        
 
 

Closing date for applications is 11th May 2021 
Interviews will take place during w/b 17th May 2021 

http://www.stpaulsacademy.org.uk/


 
 
April 2021 
 
Dear Applicant 
 
Data and Examinations Officer  
   
Thank you for indicating an interest in the above post.  

 
St Paul’s Academy seeks to serve young people from both the Catholic and the local community, welcoming all those who 
embrace its values and share its quest for excellence: 

 To provide opportunities for young people to develop the knowledge, skills and wisdom necessary for effective learning 
 To enable learners to develop their intellectual, social, moral, spiritual and physical potential to the full in order to 

become proactive members of both the local and wider community 
 To increase aspirations by exploiting educational innovations and opportunities in the best interests of our students and 

staff 

Our students at St Paul’s become part of a community which focuses on young people and is committed to their 
individual good.  The Catholic Church has a very special concern for education which is fundamental to the nature and 
dignity of human beings and we endeavour to reflect and foster this mission. 

At St. Paul’s, there a strong emphasis on developing and implementing a curriculum that challenges students of all abilities 
so that they are able to achieve their full potential. We also believe that growing our young people to be thoughtful and 
committed students, both now and in the future is central to their education. For this to happen we require committed 
staff who are able to deliver the very best practice in teaching and learning strategies. 
 
The successful applicant will be working within the Data and Examinations Team. 
 
If you would like to take this opportunity for challenge and reward, and if you feel you have the prerequisite skills, 
experience and qualities, please do not hesitate to apply. 
 
I look forward to meeting you should your application be successful. 
 
With very best wishes, 
 
 
Siobhan Malone 
 
Principal 
 
 
 
 

 
 
 
 
 
 

 



 

 
 
Job Title: Data & Examinations Officer  
 
Hours:      35 hrs per week x 40 weeks per year 
 
Responsible to: Principal, Vice Principal, Assistant Principals for Data & Systems 

and Progress for All 
 
Direct supervisory responsibility for: Administrative assistant, Invigilators 
 
Important functional relationships: Internal: Principal, SLT, Teaching and support staff, students, 

Governors. 
       

External: Examination boards, Government bodies, 
parents/carers. 

 
Main Purpose of Job: 
 
To provide accurate support in connection with all examinations and key stage data entries.  Data collection, 
collation and analysis and regular reporting. 
 
Part A: Main Duties and Responsibilities (Examinations): 
 
1. To be responsible for processing entries to examination boards, ensuring all the necessary related 

information is provided.  To ensure all examination entries are submitted in accordance with the 
timescales provided by the examination boards.  
 

2. To liaise with the SENDCo regarding candidates with SEND, applying to awarding bodies for special 
arrangements for such candidates and to ensure that students with exam access arrangements are 
adequately catered for throughout the examinations series. 
 

3. To liaise with teaching staff and to be responsible for ensuring all students are correctly registered at the 
appropriate times with regard to forthcoming examinations. 

 
4. To supervise and manage administrative support staff working within the area of examinations 

administration.  To be responsible for ensuring such staff are fully aware of the recognised regulations, 
processes and timescales set by the examinations board with regard to administration and co-ordination 
of examinations. 

 
5. To oversee the collection and dissemination of coursework marks and Non Exam Assessed (NEA) units to 

examination boards. 
 
6. To work with the Assistant Principals to organise the timetable and invigilation programme for 

examinations both public and pre-public, including liaising with invigilators and correspondence with 
examination boards.  To ensure all regulations regarding invigilation are adhered to. 

 



7. To brief invigilators prior to examinations and ensure they remain fully aware of and adhere to the rules 
and regulations associated with the examinations as set by the examinations boards. To provide training 
where necessary. 

 
8. To prepare and provide information relating to examination timetables and arrangements for Heads of 

Faculty and Head of Year, invigilating staff and for dissemination to students. 
 

9. To receive and check public examination papers and any pre-release materials as they arrive and to resolve 
any discrepancies.  To ensure the security and secure storage of examination material. 

 
10. To be responsible for examination stationery and ensure examination store is kept equipped for 

examinations. 
 
11. To be responsible for the preparation and organisation of examination rooms, including arranging seating 

plans. 
 
12. To maintain all manual and computerised administration systems relating to examinations data. 
 
13. To be responsible for the production of statistical returns in respect of examination results and data. 
 
14. To liaise and correspond with external examination bodies as appropriate.  To disseminate pertinent 

information, including Examiners’ Reports, from examination boards to Assistant Principals, Vice Principal, 
Heads of Faculty and Heads of Department. 

 
15. To process and distribute examination results and organise certificates in a suitable format. 

 
16. To review the Academy’s examination results and provide analysis and trends reports on results as 

required for the Principal and AVPs. 
 
17. To manage all appeals and special pleadings processes, through negotiation with examination boards.  To 

liaise with teaching staff and students with regard to appeals and special considerations. 
 
18. To manage the examinations budget, including ensuring appropriate spending of such funds, maintaining 

up-to-date financial records in respect of the examinations budget and providing financial information to 
the Principal and Governors as required. 

 
19. To negotiate with examination bodies on behalf of the Academy with respect to formal examinations 

processes, times of exams, paper delivery dates and any necessary variations to the instructions provided 
by the examinations boards. 

 
20. To ensure the Academy’s compliance with all examination boards’ instructions and to meet the standards 

required by the moderation and assessment bodies. 
 
21. To prepare for and be the contact for the Academy’s external moderation and assessment with regard to 

examinations.  
 
22. To maintain confidentiality of information acquired in the course of undertaking duties for the Academy 

and to adhere to General Data Protection Regulations (GDPR). 
 

  



Part B: Main Duties and Responsibilities (Data): 
 
Main Purpose of Job: 
 

 To be able to analyse and provide data for specific groups (e.g. FSM, SEND, EAL, etc.) for individual 
subjects, year groups, classes, students and teachers, on a timely basis and to meet key deadlines.  

 To ensure that data is regularly extracted, manipulated and analysed in order for middle and senior 
leaders to provide relevant and appropriate support, intervention and enrichment to students at all key 
stages.  

 To be able to produce data for the Principal’s Report to Governors, for curriculum reviews, assessment 
cycles, during Ofsted inspections, during and after the exam season as well as at other key points in 
the academic year.  

 
1. To be responsible for the collection, collation and distribution of Key Stage data, including distributing 

interim report data for each year group and feeding information into Capita SIMS software and 4Matrix. 
 

2. To provide a full support/setup service, using SIMS Reports and Excel in the management and analysis 
of assessment data, examinations data and option groups. 

 
3. To use SIMS to import, analyse and export relevant data. 

 
4. Assist in any administrative tasks associated with Assessment, Reporting, Examinations and the KS4 

Option process as required. 
 

5. Distribute relevant data in the correct form to relevant staff. 
 

6. To use data provided by outside agencies to assist in setting targets. 
 

7. Prepare SIMS for the academic reports and mark sheets.  Manage the input of all data and follow up 
missing data accordingly. 

 
8. To quality assure the format of reports and print, collate, scan, disseminate and post as required. 

 
9. To input Year 8 options information into SIMS. 

 
10. Attend any data, examinations analysis, and reporting courses and training as appropriate.  Including 

training for Excel, SIMS and 4Matrix. 
 

11. To use InTouch (SIMS email system) to send relevant information to families for e.g. Target setting 
information, Preference information, Academic reports 
 

12. To update the school’s website. 
 
Staff Development 

1. To assess development and training needs and discuss with line managers. 
 

2. In consultation with your line manager, to set your targets before any development activity and review 
and evaluate the activity after completion, cascading information to the appropriate team when 
relevant. 
 

3. To provide relevant SIMS training and support to office staff and teachers where required. 
 
To carry out as requested from time to time any other relevant duties as may be reasonably required by the Principal.  



Person Specification: Data and Examinations Officer  
 
Qualifications 
 

Essential Desirable 

 Good standard of secondary education  

 Minimum GCSE Mathematics and English A* - C / 9-5 

 Highly skilled user of SIMS (Course Manager, Assessment 
Manager, Examinations Module) and Excel 

 Relevant degree  

 Further accredited study  

 
Experience 
 

Essential Desirable 

 Excellent grasp of systems used for data analysis such as 
Excel and SIMS  

 Significant experience of extracting, interpreting and 
forecasting complex data for pupils and students for the 
purpose of raising achievement 

 Experience of providing statistical reports based on student 
data in a user friendly format 

 Experience of tracking data and producing accurate and 
well-presented reports  

 Experience of managing and ensuring the accuracy of 
examination entries  

 Knowledge and understanding of successful assessment 
and reporting structures and procedures  

 Experience of the performance indicators used to evaluate 
school performance 

 Ability to monitor, review and 
evaluate the work of the school 
against current OFSTED criteria 

 

 

Knowledge and Skills 
Essential Desirable 

 Excellent IT skills and knowledge of software and databases 
(e.g. Word, Excel, Access, PowerPoint)  

 Excellent knowledge of SIMS (Course Manager, Assessment 
Manager, Examinations Module etc.) 

 Excellent knowledge of the requirements for examination 
entries for GCSE and Vocational Technical Qualifications  

 Evidence of the ability to work to high standards of 
accuracy, including the ability to analyse and work 
methodically, with a meticulous eye for detail  

 Knowledge of the data framework used in schools 

 Secure knowledge of how to best use technology to assess 
and report data  

 Good presentational skills  

 Excellent literacy and numeracy skills 

 Oral and written communication skills 

 Secure knowledge of a wide 
range of successful 
assessment tools  

 

 
  



Specific to the post 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The job description will be reviewed at the end of the academic year or earlier if necessary.  In addition, it may 
be amended at any time after consultation with you. 
 
 

 
 

Essential Desirable 

 Adopting a methodical approach in the administration of 
whole school assessment and reporting procedures.  

 Ensuring that deadlines are met for data and impact 
analysis at regular intervals in the academic year.  

 Liaising with the Vice Principal, Assistant Principal for Data 
and Systems and the Assistant Principal for Progress for All to 
ensure that student progress is monitored through whole 
school assessment and reporting.  

 Following up on any inaccurate or incomplete data 
inputting and/or reports as required.  

 Communicating effectively with students, families and staff 
to ensure robust and consistent analysis of data takes place 
throughout the year.  

 Liaising with stakeholders (including the Senior Leadership 
Team, Heads of Department, Closing the Gap Managers, 
Heads of Year, SENDCo and teachers) to ensure all students 
receive academic reports according to the Academy’s 
reporting schedule. 

 Evaluating the current systems of assessment and reporting 
within the school in collaboration with the Vice Principal, 
Assistant Principal for Data and Systems and the Assistant 
Principal for Progress for All 

 To be able to manage workload and, work under pressure 
to deadlines 

 Knowledge of 4Matrix and FFT 


