LONDON BOROUGH OF LEWISHAM

Job Description
	Designation:
	MIS Officer: Examinations
	Grade: 
	SC6

	Reports to (Designation):
	MIS Manager
	Grade:
	PO4

	Directorate:
	Community Services
	Section:
	Community & Adult Education Services


Main Purpose of the Job:
To assist the Management of Information Services (“MIS”) team in all areas, primarily concerning examinations, to include all aspects of examination entries, delivery and results.

To carry out the post with due regard to the council’s Equal Opportunities Policy and core values.
Main Duties:

1. Ensure that Adult Learning Lewisham (“ALL”) meets awarding (and other relevant) body regulations, primarily around security and invigilation.

2. Develop clear guidelines and examination processes for invigilators, administrative and curriculum staff to ensure compliance with examination requirements.

3. Co-ordinate all aspects of the delivery of examinations/external assessors by sourcing all relevant resources, including rooms, furniture, examination materials (papers) and invigilators.

4. Liaise with curriculum staff and administrative staff to register learners with relevant awarding bodies within the required timescales.

5. Produce and maintain a timetable of examinations, invigilation duties and other assessment activity.

6. Assist in the development and delivery of training to ALL staff as required, on all aspects of examination functions including invigilation duties, within ALL.

7. Ensure the timely return of all examination/assessment documentation (papers, etc) to awarding bodies.

8. Ensure all ALL staff receive updating information about changes to accreditation regulations and current examination costs.

9. Assist with inputting, as required, in relation to any aspect of management information in any of ALL’s MI systems and any modules therein.

10. Perform data checks and perform/direct amendments as required.

11. Assist in preparation of ESFA/ GLA reports as necessary.

12. Develop and maintain a specialist knowledge of accreditation guidance from all regulatory bodies.

13. Maintain a working knowledge of areas within role including but not exclusive to, ESFA/ GLA funding guidance, ESFA/ GLA provided software and ALL’s MI Systems.

14. Attend seminars and conferences as required to update knowledge of current accreditation regulations and best practice.

15. To communicate with internal and external customers in a professional and appropriate manner (equal opportunities, etc).

16. Under the direction of the MIS manager, work alongside other MIS Officers in order to cover roles as required by the service.

17. All employees are required to participate in the Performance Evaluation Scheme (“PES”) and to undertake appropriate training and development identified to enhance their work.

18. Assist in carrying out the Council’s environmental policy within the day to day activities of the post.
19. Undertake other duties, commensurate with the grade, as may reasonably be required.

20. Any other duties reasonably requested within the scope of the role.

21. This job description may need to be amended by the Directorate to meet the changing needs of the service.

	Grade and numbers of immediate subordinates:
	0

	Number of staff supervised by this officer:
	0

	Job Description/Post No:
	


Consideration will be given to restructuring the duties of this post for a disabled postholder
Internal Contacts: These include Executive Director Community Services, Heads of Service across the Council, Property Services, Cabinet Members and Councillors.

External Contacts: These include voluntary and community sector organisations, housing associations, community representatives, regional and national community assets organisations, central and regional government agencies.

PERSON SPECIFICATION

	Job Title:
	MIS Officer: Examinations
	Post No:
	

	Directorate:
	Community Services
	Grade:  Sc6
	


Note to Candidates:

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job. It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application. If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equal Opportunities
22. Commitment to implement the Council’s Equal Opportunities policies.

23. Awareness of Equal Opportunities issues.
S
Knowledge
24. A relevant ICT qualification which includes GCSE English and Maths or equivalent
S


experience of working within information services.

25. Understanding of ESFA/ GLA Management Information Systems or other databases.
S

26. Knowledge of the external funding mechanisms and the requirements of ESFA/ GLA
S


methodologies.
27. High level literacy, numeracy and ICT technical skills.
S

28. Understanding of examination systems and the recording of learner achievement
S


and its analysing and reporting.
Aptitude

29. Ability to work flexibly and efficiently in a variety of working situations and needs.

30. Ability to work with a range of colleagues and effectively communicate complex


statistical data.

31. Ability to work to deadlines with a high degree of accuracy.
32. High level communication skills, both oral and written.
Skills

33. Understanding of the use and development of management information systems.
S

34. Fully conversant with the individual learner record (“ILR”), funding information
S


suite (“FIS”), learning aims database (the “Hub”) and performance monitoring software


such as Goldmine.

35. Knowledge of the ESFA/ GLA funding methodology.
S

36. Development of reporting systems to enhance the management information.


facility within ALL.

37. Good organisational skills.

Experience
38. Experienced in digital information data-entry, verification, analysis and
S


reporting processes.
39. Experience of the implementation and management of an audit control framework.

Personal Qualities

40. Ability to work cooperatively with a range of staff.

41. The ability to work within a small team.  To support each other and work to meet


the requirements of the service.

42. Ability to work as requested by the MIS Manager and manage own workload.
43. Evidence of ongoing commitment to professional development.
Circumstances
44. The post holder is required to be flexible in their work pattern. This may involve

varying their hours from time to time, some evening and weekend work, and


working at different sites around the Borough.
45. The post holder will be required to attend appropriate internal meetings on a regular basis within the borough.
46. The post holder will be required to attend appropriate external events at various locations nationally.
Physical

47. Generally candidates must meet standard Lewisham requirements for the post. 
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