Examination/Data Officer
Staindrop School – An Academy
Cleatlam Lane

Staindrop

Darlington

County Durham

DL2 3JU

Telephone Number:  01833 660285

Fax Number:  01833 660833

Website:  www.staindropschool.com 

Examination/Data Officer
Scale 5 Point 22-25 (£16,980 - £18,622)
Term Time plus 5 days – 37 hours per week

We require an Examination/Data Officer to start in January 2012

The successful candidate will be expected:

· To manage all aspects of external and internal examinations, working closely with teaching staff

· To lead Assessment Manager and Performance Analysis within Sims.net

· To meet deadlines in relation to collection of data and manage the process of  reporting to parents 

· To manage the School pupil database

· To handle all paper work relating to New Intake procedures

· To undertake the School Census

· To liaise with pupils and parents when necessary

· To administer the process of student movement in and out of the school
· To undertake CPD training as and when required

· To assist the administration team with any other duties required

· Any other duties deemed appropriate by the Headteacher

For further information and to obtain an application pack please contact the school.
The Governing Body is committed to safeguarding and promoting the welfare of children. Any offer of employment will be subject to receipt of a satisfactory CRB Enhanced Disclosure. 

Staindrop School is an Equal Opportunities Employer. We want to develop a more diverse workforce and we positively welcome applications from all sections of the community.  Applicants with disabilities will be invited for interview if the essential job criteria are met. 
Closing date: Monday 5th December 2011
