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Exams and Data Administrator 
Job Description

	Job Title

	Exams and Data Administrator

	Salary

	Grade 14

	Responsible to

	Exams and Data Officer

	Hours

	Part-time, 22.2 hours per week
Term Time plus 2 weeks (40 working weeks)
Permanent



	Job Purpose

	The Exams and Data Administrator, under the direction of the Exams and Data Officer, will:

· provide high‑quality administrative support for the academy’s exams and data functions, including GCSEs, BTECs and other vocational qualifications. The postholder must demonstrate responsibility, compassion and confidence when supporting students, staff and families.




	Main responsibilities and duties

	

The post holder will:
· Assist with processing entries, amendments and timetables for GCSE, vocational and internal assessments.
· Prepare seating plans, notices, place cards and candidate lists.
· Produce and distribute exam letters, certificates and communication for all qualification types.
· Support rooming arrangements and invigilator administration.
· Assist with secure packaging and posting of scripts and vocational materials.
· Carry out routine MIS data entry tasks and assist with assessment data entry.
· Produce standard reports and data exports for staff.
· Support admissions paperwork, including in year admission tests and target grades, and general admin tasks.
· Assist reception/admin team during non‑exam periods.
· Handle student and parent enquiries professionally and compassionately.
· Maintain confidentiality, GDPR compliance and safeguarding expectations.
· Support with the creation and distribution of termly reports

Work Demands
· Be flexible to meet the needs of role and the school and be able to multi-task and adapt to ad-hoc circumstances as they arise. 
· Consistently manage changing circumstances and conflicting priorities in order to meet deadlines and objectives. 
· Able to juggle and complete immediate tasks at short notice alongside ongoing tasks. 
· Support other colleagues in managing conflicting priorities. 
· Maintain strict confidentiality at all times. 

Physical demands 
· Normal physical effort required. 

Working conditions 
· Normal school and office environment




	Key Contacts and Relationships

	The Exams and Data Administrator: 
· Is responsible to the Exams and Data Officer, in respect of all tasks, and duties.
· Fosters good relationships colleagues and other school peers as required.




	Promoting safeguarding and welfare of children and young people

	Promote and safeguard the welfare of children and young people and be of the understanding that safeguarding is everyone’s responsibility.

Be aware of and comply with policies and procedures relating to child protection, health and safety, confidentiality and data protection

Work to promote equality of opportunity amongst all vulnerable groups including addressing stereotypes relating to gender, sexuality, cultural and ethical backgrounds and disadvantaged students. 

Support and promote the Trust’s equality and diversity, health and safety, safeguarding, and other policies, processes, arrangements and objectives.



	Special notes of conditions 

	Employees will be expected to comply with any reasonable requests from a manager to undertake work of a similar level that is not specified in this job description.

To undertake any other duties commensurate with the grade, and/or hours of work, as may reasonably be required.

To take responsibility for upholding and complying with the Trust’s Equality and Diversity policies and for behaving in ways that are consistent with fair and equal treatment for all.

To comply with General Data Protection Regulations and maintain awareness of Trust policies and procedures in this area.

The post-holder must at all times carry out their responsibilities with due regard to Trust policy, organisation and arrangements for Health and Safety at work.

The post-holder shall participate in all mandatory staff training and continue personal professional development as agreed



	Review 

	This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post-holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Trust in relation to the post-holder’s professional responsibilities and duties.
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Exams and Data Administrator
Person Specification 

	Category
	Essential
	Desirable

	Qualifications
	Minimum of 5 GCSEs including English and Maths at Grade C/4 or above
• Willingness to undertake training in exams, MIS, safeguarding and Data protection
	· Evidence of ongoing professional development in exams, data or administration.

	Knowledge, skills and experience 
	· Experience with data entry or customer service roles.
· Experience supporting exam processes (advantageous).
· Excellent communication and organisational skills
· Excellent standard of oral and written communication skills and ability to understand and convey complex needs and information. 
· Excellent organisational skills. 
· Ability to engage constructively with a wide range of stakeholders such as students, parents/carers and external organisations. 
· Ability to identify potential barriers to learning and plan strategies to overcome them. 
· Ability to work independently and as part of a team. 
· Ability to maintain strict confidentiality at all times. 
· Ability to work collaboratively within a team to reach targets and best outcomes for children. 
· Ability to work effectively with and command the confidence of relevant academy staff and external organisations. 

	· First Aid at Work qualification
· Experience in school or administrative settings 
· Experience with school MIS systems such as Arbor, SIMS or Bromcom. 
· Knowledge of JCQ regulations


	Interpersonal and communication skills 
	· Commitment to promoting the ethos and values of the Trust and getting the best outcomes for all pupils
· Responsible — completes tasks accurately and reliably.
· Compassionate — supports students, parents and staff calmly and kindly.
· Confident — communicates clearly and adapts when needed.
· Friendly, approachable and professional.
· A commitment to improving the life chances for children and young people. 
· Strong interpersonal and communication skills
· High levels of integrity and confidentiality
· Ability to maintain positive relationships with staff, students and families
· Possess emotional intelligence and resilience. 
· Able to respond positively to change and innovation. 
· Patient, remain calm under pressure and make good decisions. 
· Excellent attendance and punctuality. 
· A keen interest in working within an education-based environment and commitment to inclusion and acceptance of all.
· Commitment to continuous improvement through professional development, self-evaluation, and awareness.   
· Commitment to and able to work in a way that promotes and respects equal opportunities and diversity.   
· Commitment to and able to work in a way that promotes the safety and well-being of children and young people.
· To engage actively in the Performance Management Review process
	

	Additional requirements
	· Able to display an awareness, understanding and commitment to the protection and safeguarding of children. 
· Commitment to maintaining confidentiality, discretions and tact at all times.
· Commitment to professional development
· Must satisfy relevant pre-employment checks including DBS clearance and Right to Work in the UK
· 2 professional references
· Shortlisted candidates may be subject to online searches
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