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	Job Title: Management Information System (MIS) & Exams Officer
 
	Service Area: Newham Adult Learning Service


	Directorate: Community Wealth Building
	Post Number: TBC

	Evaluation Number: 


	Grade: PO4
	Date last updated: December 2020

	People at the heart of everything we do
We are committed to putting people – Newham residents and Council staff – at the heart of all we do.  Our approach is a collaborative joint enterprise between residents, the Mayor, Members, Council staff and the Corporate Management Team.
Equality and diversity

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity policy in the course of their work.



	Protecting our staff and services

	Adherence to health and safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good health and safety practices and manage risks appropriately.
Corporate parent

We believe that every member of staff working for Newham Council should understand and fulfil our corporate parenting responsibilities for our looked after children that we have under the Children and Social Work Act 2017. 




Overall Purpose of Job 
The key purpose of this post is to support the strategic direction of the Service and the development and maintenance of its management information system. 

This will include:

· Manage a team of up to 6 MIS & Exam technical staff to ensure that technology, infrastructure and operational requirements are met as well as Exam body requirements, funder return and complex data systems are expedited accurately, effectively and in a timely fashion.
· Create and maintain the annual course master file
· Responsibility to the Central Leadership Team (CLT), under the direct line management of the Data & Logistics Manager (D&L Manager) for the creation, maintenance and development of MIS & Exam systems to meet the internal and external reporting requirements of the Service.  

· Lead on producing accurate, regular MIS & Exams data which is business critical statutory, informative and accessible to inform all relevant stakeholders both externally and internally in order to drive quality, maximise potential funding, and raise standards in teaching, learning and assessment. 

· Accurate management and running of all examination processes. 

· Accurate learner tracking of key assessment data, thereby assisting CLT and Curriculum Leaders in raising standards within teaching and learning. 
Job Summary
· Take responsibility and coordinate the Exams process to support the curriculum team by coordinating and managing the administration of all examination processes including the public examinations process and to liaise with staff, students and examination boards in respect of examination requirements, entries, results and communications. 
· Act as the lead MIS and Exams point of contact with all external awarding bodies

· Lead on the monitoring, review and updating of examination-related policies to comply with national developments set out by Ofqual, JCQ and awarding bodies
· Take responsibility and coordinate the development of  more automated and self-serve methods of complex data reporting to make data more accessible and relevant to the needs of data users in the service
· Liaison with all examination boards regarding general queries 
· Maintaining an accurate and up to data Management Information System through the current database for funding purposes. 
· Lead on the operational elements of the MIS ensuring it works effectively in readiness for future demands.

· Under direction, manage the operational elements of all 5 funding returns and planning data for the Local Authority/GLA/ Student Loans Company and other funding bodies (including the MHLGC). 
· Under direction, assist and contributes to all phases of data analysis, data management, and requisite documentation and reporting. Assists with business process and workflow analysis. Checking and recording data accurately 

· Supports business support personnel, the Contracts Officer and D& L Manager with the review and evaluation of end-to-end business processes/systems as well as in the development of associated process improvement recommendations. 

· Lead on the development of ad-hoc reports and analyses in response to service requests. 

· Manage and create regular student reports, compile and publish to relevant authorities and staff
· Lead on monitoring & the upkeep of the e-registers, ensuring core attendance information is regularly available for senior leaders and reflects the data gleaned from the database.

· Lead on training all levels of staff from management, curriculum leads, business support staff and teaching staff on a varied number of applications related to the use of the MIS system, e-registers, electronic and data inputting elements of the exam process

· Liaise with the Digital Transformation officer to ensure teaching staff have been allocated Zoom licenses have the core skills for utilisation and support the timetabling of Zoom invitations for teaching and learning purposes.

· Oversee the online enrolment process. Ensuring all on line enrolments are databased, and ready for inclusion in the e-registers and that students have undergone the initial assessment process relevant for their chosen subject of study.

· Manage the relevant finance tracker required for data purposes, so working closely with the Data Manager and Contract Officer to ensure we are meeting the needs and regulation of the funding body.
· Lead and manage a team of MIS & Exam Officers in all aspects of their work, holding regular review meetings, setting, monitoring and reviewing targets, holding PDR and/or probationary review meetings.
· Be responsible for the day-to-day activities and guidance of their team members, setting targets, implement guidelines, and assist with any issues the employees may have
· Ensure that all members understand the team’s objectives and work together to achieve it, monitoring continually to ensure that everyone is working towards the same service goals.
· Foster a cohesive, creative, and comfortable working environment, mediating any interpersonal issues within the team, providing leadership and direction where necessary
· Lead on JCQ (Joint Council for Qualifications) inspection visits in collaboration with the relevant curriculum managers
· Appoint, manage and train teams of invigilators in line with awarding body and JCQ regulations
Key Tasks and Accountabilities:
Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder. This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time. 

To undertake all responsibilities listed below:
1. Provide inspirational management and leadership for NALS inspiring members of the service and support services to embed a culture of performance and innovation
2. Identifying and implementing innovative ideas for the delivery of provision across MIS and exam protocol modernising the service and increasing efficiency;
3. Regularly engage with senior managers and stakeholders to address levels of satisfaction and performance of the MIS and exam processes whilst managing their expectations; 
4. To work with the Data and Logistics (D&L) Manager & Contracts Officer as well as the Joint Leadership Team across the Service to develop and implement MIS & Exam protocol efficiencies and mechanisms for deployment of a flexible resource and share learning across the service.
5. Monitor agreed funding, loans and exam key performance indicators to ensure the Service is delivering to high standards and achieving agreed outcomes based on the funding body, exam bodies and other key stakeholders requirements of the service;
6. Address and deliver any MIS and Exams training and development needs for JLT, NALS staff and Business Support Officers through needs analysis and feedback from all relevant stakeholders, CLT, JLT and senior managers
7. Management of the MIS examination components for entries & results onto the MIS examination system  

8. Lead on importing results and database information from other systems, to support the day to day work in service
9. Produce business critical and funding specific reports and analyse data, including examination performance, as requested by the CLT, and JLT
10. Provide analysis of results and progress as requested by JLT.

11. Distribute examination entries for amendment and checking by JLT. Responsible for the receipt and communication of examination results from the computerised timetable package

12. Responsible for the management and communication of private candidate entries/examinations

13. In conjunction with the Curriculum & Quality Manager (C&Q Manager), hold responsibility with the relevant examination bodies for overseeing the operational management of the examination process for the service, including organisation and management of the invigilation timetabling, training of external invigilators and direction and supervision of invigilators during examinations

14. Accurate management of controlled assessment marks – Ensuring deadlines are met to provide marks to the boards and moderators in all applicable subject areas. 

15. Responsible for supporting all internally verified exam processes including External Verifier visits and submission of results. 

16. Management of the accurate ordering of examination/question papers in line with exam body regulations
17. Ensure the timely receipt and delivery of mark sheets and controlled assessments for examiners. Responsible for dispatching the completed scripts to markers accompanied by accurate attendance sheets 

18. Support the C&Q Manager manage the predicted grades process – ensuring these are delivered on time to the examination boards 

19. Responsible for ensuring the safety and security of the examinations rooms and safes

20. Course amendments from spreadsheet reports – Quality data error check, quality checking input work undertaken by business support staff
21. Work collaboratively to prepare process recommendations in formats such as presentations, process maps, and templates and MIS reports. 
22. Responsibility for producing & running the following reports:
· Possible Duplicate Learners Report 

· Unique learner number reports
· Updating learner information/recording data - PLR
· Additional Learning Support Report 

· Full suite of DSAT Reports

· Tutor Hours Report
· LARS update and error reporting
23. Work with key personnel as directed to process external statistical returns on a weekly monthly ad annual basis dependent on the report and funding requirements.
24. Work with key personnel to ensure the smooth planning, implementation and use of the timetable and programme planning tool.

25. Prepare and complete process improvement activities and reports. Monitor and manage accurate and up to date data for all students [personal data, class lists reporting, data systems and setting].

26. Act as the key MIS lead for the Student Loans Company (SLC) and learners applying for a Level 3+ loan, supporting the completion of applications, inputting information, monitoring spend and doing mandatory reports for the SLC 

27. Work with key personnel in respect of the Self-Assessment Report, including the production of student and staff database and reports

28. Work with the Contracts Officer to collate and analysis system and grant loan data to identify root cause of problems, trends and financial discrepancies and overspends.

29. Compile lists and maintain statistical data in respect of attendance, classes, and curriculum areas, levels of learners, ethnicity, rewards and sanctions and subject undertaking analysis of statistics required by staff

30. Support multiple teams across the service to ensure measures of success. Identify issues regarding progression, attendance, achievement, destination and ensures the service meets funding timelines and guidelines such as eligibility. 

31. Review performance metric for curriculum areas. Research standardisation and streamlining of processes and best practice. 

32. Assess processes and associated documentation including process flows/modeling, procedural guides, templates, diagrams, and charts. 

33. Preparation for system deployments including pre-requisite process and policy changes, data preparation, and user training. 

34. Compile data to understand how trends and/or projections will affect future business needs. 

35. Assist the D&L Manager and Contracts Officer with the preparation of cost and benefit analyses.
36. Take part, as required, in the provision of weekend or other management cover for the Service or LBN. This will include both the occasional weekend and 24 hour off-site management rota. 

37. Discharging any responsibilities in respect of budgets or project management duties delegated to the post holder in accordance with the Service’s financial regulations and procedures and any other external requirement. 

38. Perform duties in accordance with the Service’s Equal Opportunities Policy. 

39. To undertake any training and development deemed relevant to the post.

40. To undertake duties and responsibilities in full accordance with the Service’s ‘Health & Safety’ policy and procedures.

41. To work to promote and support the Service’s policies and procedures with particular reference to the safeguarding of children and vulnerable adults and the Prevent duty. 

42. Any other duties which do not change the nature and purpose of the post which may be delegated to the post holder from time to time by the Principal or some other senior member of staff acting on his/her behalf. 
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	Job Title: MIS & Exams Officer
	Service Area: Newham Adult Learning Service


	Directorate: Community Wealth Building
	Post Number: TBC

	Evaluation Number:


	Grade: PO4

	Date last updated:  December 2020


	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.


	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.



	PROTECTING OUR STAFF AND SERVICES

	Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role. All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.


	CRITERIA- Essential

	Desirable
	METHOD OF ASSESSMENT

	KNOWLEDGE:

· Be knowledgeable about each team members job role
· Knowledge of planning and developing processes
· Demonstrable track record of using a wide range of IT packages including Management information systems such as Plus AEC, Advance, Pro-achieve, EBS in an adult education environment, and to use these to deliver a cost-effective and customer-focused service in line with grant funding eligibilities and requirements.
· Knowledge of relevant regulatory standards 
· Excellent data analysis skills including use of MS Access, Word and Excel in order to report and disseminate data and information within a complex organisation 
· Demonstrable knowledge of Management Information Systems, and digital innovations and how these can be implemented effectively in an adult education setting
· Knowledge of adult educational budget requirements, learner eligibility, exams protocol and MIS processes including accurate, informative and accessible statistical data analysis
· Robust knowledge of adult education grant funding, including eligibility criteria
· Robust exam process and exam body regulations and processes pertaining to adult education systems and providers
· Robust understanding of the Ofsted and GLA processes and requirements in terms of service, exam, systems and requirements
· Knowledge of the Student Loans company and Level 3 + loans and the operational processes attached
	· Consolidated operational knowledge of MIS systems
· Consolidated operational knowledge of GLA Adult Education eligibility criteria

· Consolidated operational knowledge of all business critical exam body requirements


	Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview


	EDUCATION/QUALIFICATIONS

· Level 2+ qualifications in English and Maths

· Professional qualification in ICT,  MIS business administration/ Office Management or equivalent experience

· Evidence of personal continuous professional development 
· Evidence of sector relevant qualifications
	· Educated to degree level

· Exam body Invigilators qualifications or other related experience or qualifications
	Application
Application

Application

Application

	SKILLS AND ABILITIES:

· Leadership skills 

· Management skills 

· Ability to negotiate and problem solve 

· Ability to inspire and motivate a team 
· Ability to implement SMART team goals or objectives
· Ability to  supervise, train  and guide a team 
· Ability to mediate team issues
· Ability to provide effective feedback to team members as part of the performance management process
· Ability to manage a remote team 

· Ability to deal with challenging situations and stakeholder effectively and demonstrate excellent negotiation skills
· Ability to manage time effectively, planning own workload and planning of others, setting appropriate objectives and deadlines and attention to detail.
· Ability to analyse information, and problem solving ability in line with the funding and exam body regulations and requirement
· Ability to negotiate delivery of MIS and exam process activities with various stakeholders identifying creative solutions for changing demand and requirements whilst addressing any issues raised effectively using creative solutions
· Excellent organisational and planning skills
· Excellent oral and written communication skills and the ability to communicate complex matters clearly and concisely.
· Ability act as a service operational representative with key relevant stakeholders
	· Minimum of two years’ management experience
· Experience of financial management 


	Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview
Application and Interview


	EXPERIENCE:
· Demonstrable experience of implementing team goals or objectives

· Demonstrable experience supervising, training  and guiding a team 
· Demonstrable experience mediating team issues 
· Demonstrable experience of providing effective feedback 

· Demonstrable experience of managing remote teams 

· Demonstrable experience of Adult Education Skills Funding
· Experience of SQL server in an automated reporting environment.
· Experience of administering web-based data systems.
· Experience of publishing data on web based dissemination systems.
· Experience of producing & running MIS & Exam reports such as:
1. Possible Duplicate Learners Report 

2. Unique learner number reports
3. Updating learner information/recording data - PLR
4. Additional Learning Support Report 

5. Full suite of DSAT Reports

6. Tutor Hours Report
7. LARS update and error reporting
· Demonstrable knowledge use of Management information systems for Adult Education or FE
· Track record of managing change and developing and delivering proposals for the continuous cost-effective improvements to service delivery.
· Customer-focused with the ability to flexibly manage demands through prioritising and reallocating resources to meet service needs
· Ability to work under pressure and to business critical deadlines set by external stakeholders, such as the GLA, Student Loans company or exam bodies, and manage competing priorities whilst delivering on a multiplicity of projects and adapting to changing circumstances and priorities.
· Ability to support a variety of staff across all NALS service areas to ensure we meet funding and exam body requirements, as well as meet service quality standards and continual quality assurance and improvement
· Effective written and verbal communication skills
· Capacity to identify and deliver comprehensive MIS and Exam related training needs and encouraging continuous staff development through ongoing learning, training and development.
· Demonstrable experience of providing support for service or process reviews
· An ability to manage long term or project based, depending on the duration of a particular assignment.
	· Supporting and managing in services where people challenge 

· Experience of multi- agency working 


	Application and Interview

Application and Interview

Application and Interview

Application and interview

Application and Interview

Application and Interview

Application and Interview

Application and Interview

Application and Interview

Application and Interview

Application and Interview

Application and Interview

Application and Interview

Application and Interview
Application and Interview

Application and Interview
Application and Interview
Application and Interview



	PERSONAL STYLE AND BEHAVIOUR:

· Ability to use the most appropriate style and method of communication with people at different levels inside and outside of the organisation 
· Ability to motivate and inspire others to continuously modernise the service and improve performance and perform their work load efficiently
· Ability to utilise different leadership & management styles, undertaking mediation if required, and effectively implement macro, and micro-management styles
	· A belief in inclusion, evidenced through work practice or personal experience 

· A desire to ensure people supported are at the heart of decision making 

· Commitment to the principles and practice of continuous development 
· Ability to galvanise a team to use technology effectively 
· Ability to implement relevant team strategies including positive working with remote teams

	Application and Interview

Application and Interview

Application and Interview


	OTHER SPECIAL REQUIREMENTS:

· Willingness and ability to work flexibility to maintain service delivery.
· Willingness to work independently as well as with any relevant stakeholders 
· Duties undertaken by this post [may/will] require the post holder to have a fully enhanced DBS
· Understanding of confidentiality issues and how this is observed and maintained
· This post is exempt from The Rehabilitation of Offenders Act (1974).
	
	Application and Interview

Application and Interview

Application and Interview

Application and Interview
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