
Data and Exams 
Officer

Grade N6: £30,296 - £33,024 pa
Fixed Term until 31st August 2025, Full-Time
All year round

CANDIDATE 
INFORMATION PACK
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INTRODUCTION
From the Principal 

Dear Applicant

At Studio West we are passionate about providing the very best education possible for young people in
our city, our region and nationally and our strong and committed team share our vision of ensuring all
our students not only reach their potential but that they are confident, happy and resilient students who
treat each other with compassion and respect.

We are seeking an exceptional Data and Exams Officer to manage the processing of all external and
internal examination procedures ensuring the smooth running of all examinations, controlled
assessments and vocational qualifications. This role will also be responsible for maintaining the student
data in the academy, supporting outcomes by analysing, interpreting and reporting on trends in
performance. The role works closely with internal stakeholders to identify gaps in progress and
attainment and to plan how to use resources effectively to close these and improve attainment and
progress across the Academy. The role will also keep up to date with changes in curriculum,
examinations and measures informing the Senior Leadership Team of any significant changes that
impact on the local and national environment.

We are seeking candidates with exceptional ICT skills with the ability and knowledge to use Microsoft
Excel at an advanced level, excellent organisational skills combined with the ability to present complex
data both orally and in writing and outstanding interpersonal skills with the confidence and commitment
to work effectively with all our stakeholders. Previous experience working in an education environment
with school information systems and knowledge of current assessment frameworks would be desirable.

In return we offer:
• The opportunity to work in a supportive team in an innovative school committed to the

development of all our students and staff
• Pension Scheme
• Cycle to work scheme
• Free on-site parking
• Access to a range of health and wellbeing benefits
• Free gym access at Kenton School

We look forward to receiving your application.

Yours sincerely

Andrew Dryden
Acting Principal
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Job Purpose

To effectively manage all 
examination procedures, 
leading in the collection, 
analysis, monitoring and 
tracking of data and 
assessment working with 
key stakeholders to 
improve attainment across 
the academy. 

.
Main Responsibilities

The following list is
typical of the level of
duties which the post
holder will be expected
to perform. It is not 
necessarily exhaustive
and other duties of a
similar type and level
may be required from
time to time.

Key Accountabilities

Examinations:

1. Downloading and importing results files, preparing and distributing
results notifications for students on results day

2. Collating and analysing results for publication
3. To produce analysis of examination results for heads of faculty
4. Collating and preparing certificates for distribution
5. Liaising with heads of faculty to collect entries for submission to

awarding bodies
6. Importing base-data for examinations and vocational

qualifications from awarding bodies into the academy’s
examinations manager and preparation of the relevant exam
seasons for each academic year

7. Liaising with heads of faculty to collect and accurately enter
information on courses being delivered

8. Processing entries, amendments and estimated grades
9. Liaising with estates to setup the examinations hall, preparing

seating plans, place cards, notices and any other requisite
materials to ensure examinations proceed in accordance with
statutory guidelines

10. Preparation and development of a student handbook to include all
relevant information of the exam series

11. Liaising with SENDCO on candidates with SEND; applying to the
awarding bodies for special considerations, access arrangements
and modified materials where required. Also ensuring any students
with access arrangements are catered for

12. Checking scripts are present and ordered, packaging scripts and
ensuring attendance registers are accurately completed before
being sent off

Data and Exams Officer
Job Description

Pay Range: N6  
Responsible to:      
Operations Manager
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Key Accountabilities continued 

JOB DESCRIPTION

Examinations:

13. Administration of all qualifications
14. To recruit and train exam invigilators
15. To produce and distribute an examination timetable for each season resolving any

clashes
16. To develop and maintain the academy’s examinations policies, ensuring they are up to

date and meet the JCQ requirements
17. To meet with the JCQ inspector and ensure all the requirements are met to enable the

academy to pass the inspection

Data:

1. Assist in the preparation of data for statutory returns e.g., Academy Census
2. Help maintain the progress check and reporting system in Assessment Manager
3. Create reports from the academy’s IT systems for staff
4. Attend data manager meetings to keep informed of current issues in academies
5. Update Course Manager with new teaching personnel to allow access to mark sheets
6. To work closely with the Data Manager and SLT to create, maintain and adapt data

collection systems and processes
7. To manage the timely and accurate entry of data relating to students and other areas

required by the academy
8. To support in the development and production of student reports
9. To assist in the production of regular reports for key stakeholders relating to the

progress and attainment of all year groups and identified groups
10. To ensure that all data and information is processed in accordance with Data Protection

principles
11. To support the academy in continuing to develop and maintain effective and efficient

systems of work
12. Provide necessary training to staff for assessment and reporting
13. To assist in the efficient use of academy systems such as RAG, progress meetings, etc,.
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GCSE Results Day

Our 2022 GCSE results reflect the many positive changes that have taken place
in the academy over the last year. All students are given the best possible
support and advice and encouraged to follow their passion, whatever that
might be.
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Data and Exams Officer

Person Specification

Essential requirements:

1. Education and Qualifications

• Evidence of professional/administrative qualifications
• Further professional qualifications 
• Evidence of study to A level (or equivalent)
• Evidence of ICT qualifications
• Evidence of study to GCSE level (or equivalent)
• A good level of literacy and numeracy (English and Maths)

2. Relevant Experience 

• Experience of working directly with a school based MIS system
• Extensive knowledge and experience of dealing with a wide range of MIS 

requests 
• Experience of gathering information and communicating data in a wide range of 

formats 
• Ability to interpret policy/information/legislation and consistently follow 

academy procedures 
• Demonstrate a clear understanding of data protection and GDPR requirements 

in an education setting     
• Ability to manage systems and procedures  
• Ability to liaise with external agencies such as DfE and examining bodies
• Recent experience with managing data bases
• Recent experience of school examination policy and procedures 
• Recent experience of managing SIMS data bases
• Ability to work towards deadlines
• Excellent written and verbal communication skills

Part A:  Application Stage
The following criteria (experience, skills and qualifications) will be used to short-list at the 
application stage:
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Data and Exams Officer

Person Specification

Essential requirements:

3. Specialist Knowledge

• Ability or potential to use and interpret data
• Ability to multi-task
• Knowledge of, or ability to gain knowledge of JCQ regulations
• Knowledge of SIMS & Capita based IT systems 
• Ability to interrogate and analyse data and report it to the necessary 

stakeholders
• Ability to use data to track student performance
• Evidence of well-developed ICT skills including use of a range of Microsoft office 

software.

4. Other

• A commitment to professional development and training
• High, professional standards, including excellent attendance and punctuality
• Ability to promote the positive ethos of the Academy and Trust.
• A commitment to the responsibility of safeguarding and promoting the welfare 

of young people
• A commitment to the responsibility of Health & Safety policy. 
• This role will require satisfactory clearance from the Disclosure and Barring 

Service (DBS).

Part A:  Application Stage continued
The following criteria (experience, skills and qualifications) will be used to short-list at the 
application stage:

Desirable requirements:

1. Relevant Experience

• Evidence of working in a busy demanding environment
• Experience of managing Local Authority data systems & data exchange
• A proven background in data management, involving system development 

and implementation 
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Data and Exams Officer

Person Specification

Part A:  Application Stage continued

Desirable requirements:

2. Specialist Knowledge 

• Evidence of data use in previous employment
• Knowledge of Sims, FORVUS returns, Raise Online, FFT Live and Sisra
• Experience of reporting systems.

Part B:  Assessment Stage 
The following criteria will be further explored at the assessment stage in addition to the 
criteria above

Essential requirements:

1. Interpersonal Skills  - Ability to:

• Act within a consistent and clear set of values
• Relate to teachers, other professionals, parents and pupils
• Work as a member of a team
• Use initiative and develop new strategies where appropriate
• Complete tasks to deadlines and expect other staff to do the same
• Remain calm and consistent under pressure.
• Be flexible, committed, reliable and approachable 
• Possess high levels of honesty, integrity and an awareness of the importance 

of confidentiality 

Desirable requirements:

1. Interpersonal Skills  

• Evidence of working within a multi-agency environment 
• Evidence of working in a school environment
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A-Level Results Day

Northern Leaders Trust is 
laying the foundations
now for a period of solid
growth over the coming
years.
These results are just
the start of this journey.
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About our Trust
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About our School
Studio West,
West Denton Way,
Newcastle upon Tyne
NE5 2SZ

For further information, please visit our
website
www.sw.northernleaderstrust.org
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Additional Information 
for Applicants

Conditions of Service
The conditions of service applicable to the post are
those determined by the National Joint Council for
Local Government Services (the National
Agreement) and locally agreed terms and
conditions.

Working Hours
The working hours for the post are 37 per week,
with current working pattern of 8 am to 4 pm
Monday to Thursday and 8 am to 3.30 pm on
Fridays (with a 30-minute unpaid lunch break each
day).

This is an all year round post but term time can be
offered if preferred.

Status/Probationary Period
This post is a fixed term until 31st August 2025. New
entrants to Northern Leaders Academy Trust are
subject to a six-month probationary period.

Pension Scheme
On appointment, new associate staff will be
automatically joined into the Local Government
Pension Scheme (unless they choose to opt out).
Further information can be found at www.twpf.info.

Pay and Grading
The grade of the post is N6, with current
corresponding salary of £30,296 - £33,024 pa

Incremental progression through the pay range
takes place on 1 April each year until the top of the
grade is reached.

Safeguarding
Northern Leaders Trust is
committed to safeguarding
and promoting the welfare
of children and young
people and expects all
staff and volunteers to
share this commitment. We
are fully committed to
ensuring that consistent
effective safeguarding
procedures are in place to
support families, children and
staff at school.

Rehabilitation of Offenders
All posts involving direct
contact with vulnerable
children are exempt from
the Rehabilitation of
Offenders Act 1974. The
amendments to the
Exceptions Order 1975 (2013
and 2020) provide that
certain spent convictions
and cautions are
‘protected’. These are not
subject to disclosure to
employers and cannot be
taken into account.
Guidance and criteria on the
filtering of these cautions
and convictions can be
found on the Ministry of
Justice website
www.gov.uk/government/
publications/new-guidance-
on-the-rehabilitation-of-
offenders-act-1974.
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Application Process

If you feel you have the experience,
skills and attributes to succeed as part
of our team, please download and 
complete our application form and 
return it to 
hr@northernleaderstrust.org

Kenton School, Drayton Road, 
Newcastle upon Tyne, NE3 3RU

Studio West, West Denton Way, 
Newcastle upon Tyne, NE5 2SZ
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