
CHESHIRE WEST AND CHESTER 
 JOB DESCRIPTION QUESTIONNAIRE 

	JOB TITLE
	MIS & Exams Manager (Special School)
	JOB REF NO
	AAAF 7108


BASIC JOB PURPOSE

To develop and maintain the School's management information system (MIS), computer administration network and database, maintaining data integrity within the MIS. 

To lead and manage all aspects of examinations.

To be responsible for writing and updating the school timetable under strategic direction.

In conjunction with the Assistant Headteacher, to design and produce data templates and data to improve teaching and learning across the school.

	NO
	MAIN RESPONSIBILITIES


	1
	Lead on the development and operation of management information systems (MIS), in order to ensure that comprehensive data and information is available to the Headteacher and governing body, LEA and other agencies; thereby ensuring effective and efficient management of the school.  

	2
	Support the Quality Assurance (QA) internal procedures by providing data etc. and organising the production of paperwork.

	3
	Liaise with external organisations on the development of existing and new MIS modules; and implement regular upgrades in the software in order to maintain its functionality and effectiveness.  Maintain data integrity within the MIS.

	4
	Manage the preparation of reports and data needed by the management group or Governors of the school, external agencies

	5
	Train teaching and support staff in the use of MISmodules and desktop publishing packages; in order to ensure accuracy and confidence in use.

	6
	Create procedures to improve the reporting system to parents; and to oversee the effective use of the process, including training of teaching staff in the use of the package.   

	7
	Investigate the potential of new procedures and systems that could contribute to the maintenance of the highest possible level of administrative efficiency in the school. 

	8
	Manage the provision of desktop publishing and word processing services that meets agreed quality standards for the production of documentation, for internal circulation and distribution to parents, students and the community; proof-read other documentation for Leadership Group.

	9
	Assist with e-mail, internet and related activities including development and maintenance of the school’s website content, and liaise on IT related issues with school’s IT service provider

	10
	Produce a school timetable under strategic direction from the Leadership Group maintain the timetable through the academic year.

	11
	Provide leadership and direction for all aspects of work related to examinations for the school; including liaison with subject leaders and direction of planning and efficient management of the exam system.

	12
	Administration of all arrangements for the school’s external and internal examination and test arrangements.  Security of exam papers and confidentiality.  Operation of MISexams organiser.

	13
	Special Arrangements (Access Arrangements) liaison with SENCO

	14
	Liaison with external bodies e.g. AQA, Edexcel.

	15
	Design and produce marksheets and report templates and monitor the production of reports.  Operation of MIS assessment management tool.

	16
	Distribute and publicise external examination results.  Analysis of external examination data and presentation in various formats.

	17
	Collection, collaboration and analysis of assessment, curriculum and student data and the production of student reports using stored and retrieved data.

	18
	Assist Leadership Group in the preparation of the School Calendar

	Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the Job Holder will undertake such work as may be determined by the Headteacher/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job.


