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Message from the Principal

Thank you for your interest in Skinners’ Kent Academy.  I am very pleased to introduce you to a most exciting new development in education provision in Tunbridge Wells.

The Academy opened on September 1st 2009.  It is an independent non fee-paying school funded by the Department for Children, Schools and Families and supported fully by its lead sponsor The Skinners’ School, a grammar school for boys and the Skinners’ Company, and its co-sponsors West Kent College and Kent County Council.

The Skinners’ Kent Academy is founded on the principles of a culture of high standards and high aspirations, a culture of active participation, an emotionally rich learning environment and an inclusive environment where every child is known and every learner supported.

The main aim of the Academy is to provide the highest quality of education for students initially in Year 7 to Year 11 and in time in the Sixth Form when this is established from September 2012.  However, the Academy is more than a new type of school.  The Academy aims to raise and reflect aspirations within the local community and provide education, social and economic benefits for all.

Initially the new Academy is located in the buildings of the former Tunbridge Wells High School on Blackhurst Lane.  It is intended that the Academy will move to a state of the art 24 million pound new building in 2012.  This 21st century building will provide outstanding facilities not only for the Academy’s students but also for the wider community.

We aim to find and develop everything that is exceptional in each child and let it flourish within a framework of high expectations.  We intend to motivate and inspire our students to achieve of their very best, to fly high and to set course on the brightest of futures.

I look forward to meeting you. 

[image: image2.emf]
Mrs Sian Carr

Principal

APPLICATION PROCEDURE - Please include the following in your application:

A. A letter explaining how your experience and qualifications equip you for this role.  Please refer to the role profile.

B. Identify one particular initiative that you have developed which you feel would be relevant to this position.

C. Set out your relevant qualifications, experience, in service training and interests on the application form.

D. Include names and addresses of two professionals who are willing to provide you with a reference, one of whom should be your most recent employer. 

E. Complete the attached appendix 1 and return the complete application to Mrs L Barden on lorraine.barden@skinnerskentacademy.org.uk
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EXAMINATIONS OFFICER/DATA MANAGER
We are looking for a well-organised, methodical person to be responsible for the administration of internal and external examinations within the Academy, providing administrative support to Assistant Vice Principal responsible for examinations and providing administrative support for the Vice Principal responsible for Student Progress and Learning, as detailed in the attached Job Description.  Starting in November 2009 or as soon as possible thereafter, the appointed person will receive training in all aspects of the role, and attend appropriate training sessions on the examinations/SIMs computer software.  

The successful candidate should demonstrate the following characteristics:-

· An organised and methodical approach to administration.

· Experience in either an administration or educational role.

· Good interpersonal and communication skills.

· A willingness to work alongside staff and students.

· Secure ICT skills (Experience with SIMs would be an advantage).

· A flexible approach to working arrangements.

· A sense of humour!

The Position

Working with the Assistant Vice Principal and Vice Principal this core position is an integral part of Academy life.

If you have the skills and experience to work within an effective administration team at this busy and upcoming Academy we would love to hear from you.  If you would like to visit the school before submitting a formal application, please contact Mrs Barden to arrange an appointment.

The post is permanent and full-time for 37 hours per week (8.15-4.15pm Monday-Friday). The post holder is required to be present at the Academy on the examination download/results days in August.

If you are short-listed, references will be requested in the week commencing 9th November 2009.  Interviews will probably take place in the week commencing 16th November 2009.

Due to postal and administrative costs only short listed candidates will be contacted further.
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THE SKINNERS’ KENT ACADEMY JOB PROFILE

POST:
Examinations Officer/Data Manager

SALARY:
Kent Scheme Band 6 points 17-20

RESPONSIBLE TO:
Assistant Vice Principal Curriculum, Timetable and Examinations/Vice Principal Student Progress & Learning

RESPONSIBLE FOR:
Invigilator Team

WORKING PATTERN:

Full Time

KEY RELATIONSHIPS:
Invigilators; AVP Curriculum, Timetable and Examinations; and all Academy Staff

1
Job Purpose

1.1
To maintain the smooth running of all internal and public examinations in the Academy.

1.2 
To ensure all examination materials and results are dealt within a confidential manner.

1.3
To embed the use of data across the Academy.

2
Key responsibilities

2.1
Prepare, organise and supervise examinations in accordance with the regulations laid down by examination boards.

· Registration for courses

· Student registration and entries via SIMs and directly online (3 examination boards)

· Online registration of OCR National and BTEC students

· Check accuracy of entries

· Plan oral examination arrangements

2.2
Maintain the appropriate standards of confidentiality/security of examination materials.

2.3
Lead on implementing the examination room guidelines and procedures.

· Plan and print seating arrangements 

· Notify students of entries and examination dates

2.4
Adhere to the Academy’s policies and procedures.

2.5
Ensure candidates are informed of examination regulations prior to their examination.

2.6
Support the administrative processes associated with students’ examinations.

· Collate results for students and staff

· Chase examination queries

2.7
Supervise the examination according to the relevant time and meeting any additional conditions.

· Find relevant information for minority languages

2.8
Line management of the invigilators’ team.

2.9
To have a good understanding of the day to day running of SIMs (training can be provided) and provide data to the Vice Principal Student Progress and Learning.

2.10
To provide support to the Vice Principal Student Progress & Learning in producing reports to parents and key Academy stakeholders on student progress and learning.

2.11
To collate information from teaching and support staff on target groups of students and individual students to ensure that correct support is implemented for these groups/students.

2.12
To work with Lead Practitioners in embedding the use of data across the Academy.

3 
Additional duties

3.1.
Attend team meetings and staff meetings as required
3.2
Maintain confidentiality inside and outside the workplace
3.3
Understand and apply Academy policies
3.4
Undertake any reasonable additional responsibilities requested at any time by the Academy leadership team

3.5
Seek out examination results for past students.

3.6
Collate examination certificates and distribute

This job profile is subject to review to complement the Academy’s performance management framework. 

	Name and signature of employee:
	

	Date:
	

	Name and signature of performance manager:
	

	Date:
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Person Specification: 
Examinations Officer

You should demonstrate that you meet the following criteria:

1. Education, training and qualifications

1.1
Evidence of good ICT, literacy and numeracy skills through an accredited qualification(s), preferably at NVQ Level 3

2.
Knowledge and experience

2.1
Proven experience of organising effective examination systems and procedures or similar systems and procedures requiring attention to detail and high level of confidentiality

2.2
Knowledge of the relevant legislation (e.g. Health and Safety, Data protection)

2.3
Proven experience of adhering to organisational policies and procedures and maintaining confidentiality

2.4
Proven experience of effective administration of examination processes or similar processes

3
Essential skills and abilities

3.1
Excellent administrative and organisational skills, including the ability to multi-task, perform under pressure and deal with competing priorities

3.2
Excellent communication skills, including impeccable command of spoken and written English

3.3
High degree of computer literacy

3.4
High degree of numeracy

3.5
Able to manage a small team and to plan and delegate tasks effectively
3.6
Analytical, flexible and innovative thinker

4.
Personal qualities
4.1
Commitment to high educational, professional and personal standards

4.2
Understanding the importance of maintaining confidentiality

4.3
A flexible approach to work, including a sense of humour

4.4
Ability to manage a complex workload, to work independently and to tight deadlines

4.5
Commitment to equal opportunities and valuing diversity

Application Form

The Skinners’ Kent Academy

Applying for………………………………………………………………..

	A. Personal Details



	Surname:


	     
	DCFS Ref no. RP:

(if applicable)
	     

	Title: 

(Mr, Mrs, Ms, Dr, Other)


	     
	GTC registered:


(Yes/No)
	     

	First names:


	     
	National Insurance number:


	     

	Previous names:


	     
	Email:
	     

	Contact address:
	     

	Home telephone no:


	     

	
	
	Work telephone no: 


	     

	Postcode:


	     
	Mobile telephone no:

	     


	B. University, College, other institutions (other than initial teacher training). 

Give dates and state whether full-time or part-time courses



	Name of institution:
	From: (Month/Year)


	To: (Month/Year)



	1.


	     
	     
	     


	2.


	     
	     
	     

	Degree/Qualification/Diploma/

Title:


	Part time/ full time
	Subjects 

(main and subsidiary)
	Hons (with class) 
or Pass grade
	Date of award

	1.


	     
	     
	     
	     
	     

	2.


	     
	     
	     
	     
	     


	C. Secondary Education



	Name of institution (give dates)

	1.


	     

	2.


	     

	Academic qualifications (give subjects, grades and dates)

	GCE ‘O’ Level, GCSE (or equivalent)

	‘A’ Levels (or equivalent)


	Career History

	Please give details of ALL full and part-time work including particulars of ALL paid and unpaid employment or experience after the age of 18, e.g. commercial experience, raising family, youth work, voluntary work, VSO, work overseas. Complete the columns working backwards from the present date. Please leave NO gaps.

	Dates 
FROM:(M)/(Y) 
TO: (M)/(Y)


	Job title, employer, school name, address 

Type of business or activity


	Age range working with where involved children
	Number of people in organisation/ number of pupils in the school
	Salary + scale (where appropriate 

Include responsibility points)
	PartTime / Full Time

State

proportion
	Reasons for leaving

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


	In-service Training & Development

	Give details of relevant courses and training undertaken in the last five years

	Dates and duration


	Title of course / training

(incl. Home Study and 
Distance Learning)
	Name of provider

e.g. LA, College etc.
	Qualification obtained (if any)



	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	References

	Please give the names and addresses of two employment referees who can be consulted regarding your professional ability for the post. One of the referees must be the Chair of Governors or Principal of your present or most recent school, and the other from your local authority. If not, we reserve the right to request one. References will be taken up before an offer of employment is made. These may be requested before interviews.


	1.


	Name:

Title: 

Relationship to applicant:


	Address:

Email:

Telephone number:

	2.


	Name:

Title: 

Relationship to applicant:


	Address:

Email:

Telephone number:


	Protection of Children

	Disclosure of criminal background of those with substantial access to children is required

	Have you ever received a reprimand, formal warning, caution or been convicted of a criminal offence? Please answer Yes or No in the box 
	     

	Answering YES does not necessarily ban you from appointment.  If YES, you are required to give details as this post, for which you are applying, is exempt from the provision of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 (as amended).  A subsequent offer of appointment will be dependent upon the completion of a satisfactorily enhanced criminal disclosure application form.

	Criminal convictions, cautions, reprimands or formal warnings 


	Date 
	Offence
	Sentence

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Have you had an advanced CRB check in the past two years? YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 

Please state reference number and give details




	Health Declaration

	How much sick leave have you had in the past five years?  Please give details of this and a brief declaration about your current state of health, mentioning anything which may prevent you from carrying out the duties of the post: 

	     



	Appointment will be made on successfully passing Occupational Health Screening (if applicable).


	Superannuation Scheme (if applicable)

	Do you contribute to the Teacher’s Superannuation Scheme?  YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 

Have you elected to pay Superannuation contributions for part-time teaching? YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 




	If you contribute to another scheme please give details.

	     



	Disclosure of Relationship

	Are you related by marriage, blood or as a co-habitee to any elected member of the sponsors, a Senior Officer of the sponsors or a member of the School Governing Body? 

YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 



	If yes, please state the name, relationship and position held.

	     



Declaration

I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete. I understand that if it is subsequently discovered that any statement is false or misleading or that I have withheld relevant information or canvassed my application it may lead to disqualification or, if I have been appointed, I may be dismissed

Signature







Date

The Skinners’ Kent Academy is committed to safeguarding and promoting the welfare of children and young persons and expects all staff and volunteers to share this commitment. The successful candidate will be required to undergo an Enhanced Disclosure from the Criminal Records Bureau (CRB). 

Where to send your completed form 

Thank you for taking the time to complete this application form. Please take the time to check that you have completed all sections. Please note that if you are short listed, the selection panel will require a signed hard copy of your application form. You may email a soft copy to: lorraine.barden@skinnerskentacademy.org.uk. 

	Equal Opportunity Monitoring Form

	To help us ensure that our recruitment procedures give genuine equality of opportunity, please answer the questions below. This document will be kept separate from your application (please tick box where appropriate).


	Vacancy information

	Job Title:


	     
	School:


	     
	Closing date:
	     

	Personal information

	Name:


	     
	Date of birth:
	     

	Gender    Male  FORMCHECKBOX 
     Female  FORMCHECKBOX 



	Ethnic Origin

	Please tick the box which most closely describes your cultural background


	White
	 FORMCHECKBOX 
British 

	 FORMCHECKBOX 
Irish
	

	Any other White background (please specify)
	     

	Multi ethnic
	 FORMCHECKBOX 
 Black Caribbean and White
	 FORMCHECKBOX 
 Black African and White
	 FORMCHECKBOX 
 Asian and White

	Any other multi ethnic background (please specify)


	     

	Asian or Asian British
	 FORMCHECKBOX 
 Indian
	 FORMCHECKBOX 
 Pakistani
	 FORMCHECKBOX 
 Bangladeshi

	Any other Asian background (please specify)


	     

	Black or Black British
	 FORMCHECKBOX 
 Caribbean
	 FORMCHECKBOX 
 African
	

	Any other Black background (please specify)


	

	Chinese or other ethnic group
	 FORMCHECKBOX 
 Chinese
	
	

	Any other ethnic background (please specify)


	     


	Disability

	Do you have a disability in respect of employment in this post? YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 



	Please describe any special adaptations or arrangements you may require to undertake the duties of the post, these can be discussed with you at the interview:-

	     


	Additional Information

	Are you applying as part of a job share? YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 



	Where did you see the advertisement for this position?          

	     


Rehabilitation of Offenders Act 1974

Any information you give will be strictly confidential.

We ask for details of any unspent criminal convictions you may have. If you have an unspent criminal conviction we will look at it in relation to the job you have applied for before making a decision. We will treat it in the strictest confidence. Failure to disclose any ‘unspent’ or ‘spent’ (if relevant) convictions may result in the offer of employment being withdrawn. If already appointed you could be dismissed without notice.

There are specific job categories which are exempt under the provisions of the Act. This means that you must declare ‘spent’ or ‘unspent’ convictions for work in these categories. If you are applying for a job in any of the following categories, you MUST disclose all details of any caution or criminal offence:
• Work involving access to children, for example, school based staff, Youth Service etc.
• Work involving the provision of services to persons under the age of 18 which includes social services, care, leisure and recreational facilities and the provision of accommodation
• Work involving the provision of social services to persons: 
- over the age of 65 
- suffering from serious illness or mental disability of any description 
- addicted to alcohol or drugs 
- who have a sensory impairment 
- who are substantially and permanently disabled by illness, injury or congenital deformity 
Rehabilitation Periods

The following list includes sentences which are subject to rehabilitation under the Rehabilitation of Offenders Act:
For a sentence of imprisonment, or youth custody or detention in a young offenders’ institution or corrective training for a term exceeding 6 months but not exceeding 30 months 10 years
For a sentence of imprisonment, or youth custody or detention in a young offenders’ institution, or corrective training for a term not exceeding 6 months 7 years
For a sentence of imprisonment of 6 months or less 7 years
For a sentence of borstal training 7 years
For a fine or other sentence (e.g. a community service order) for which no other rehabilitation period is prescribed 5 years
For an absolute discharge 6 months
For a probation order, conditional discharge or bind over; and for fit person orders, supervision orders or care orders under the Children and Young Person Acts (and their equivalents in Scotland) 1 year, or until the order expires (whichever is the longer)
For detention by direction of the Home Secretary: 
From 6 months to 2.5 years 5 years 
From 6 months or less 3 years 
For a detention centre order not exceeding 6 months 3 years 
For a remand home order, an approved school order, or an attendance order. The period of the order and a further year after the order expires 
For a hospital order under the Mental Health Acts the period of the order plus a further two years after the order expires five years from the date of conviction whichever is the longer
The following rehabilitation periods are for specific types of military punishment, with these rehabilitation periods being halved for offenders under the age of 17 at conviction.
For cashiering, discharge with ignominy or dismissal with disgrace 10 years
For simple dismissal from the service 7 years 
For detention 5 years

Appendix 1


To be completed and returned to:

Mrs L Barden

Principal’s Executive Assistant

The Skinners’ Kent Academy

Blackhurst Lane

Tunbridge Wells

Kent TN2 4PY

	Name 


	Daytime Telephone No



	Address


	Evening Telephone No

	
	Post Applied for

EXAMINATIONS OFFICER/

DATA MANAGER

	Email address
	

	Current Position (i.e. School and Post)


	Current Point on MPS or salary

	QTS (if applicable)

Yes/no
	National Insurance No.

	Number of Days Absent during the last year (if more than 5 days, please give reasons)



	Are there any health problems that you would like to bring to our attention? (if yes, please give details)  All successful applicants are subject to occupational health screening.



	Signature


	Date


� INCLUDEPICTURE  "cid:image007.png@01CA427E.46F64E60" \* MERGEFORMATINET ���





� INCLUDEPICTURE  "cid:image008.png@01CA427E.46F64E60" \* MERGEFORMATINET ���





� INCLUDEPICTURE  "cid:image009.png@01CA427E.46F64E60" \* MERGEFORMATINET ���





�


Blackhurst Lane, Tunbridge Wells, Kent 


TN2 4PY


Telephone: 01892 534377


Fax: 01892 516203


e-mail: � HYPERLINK "mailto:info@skinnerskentacademy.org.uk" �info@skinnerskentacademy.org.uk�


web page: � HYPERLINK "http://www.skinnerskentacademy.org.uk" �www.skinnerskentacademy.org.uk�


APPOINTMENT OF


EXAMINATIONS OFFICER/


DATA MANAGER


Kent Scheme


Band 6 Pts 17-20 (£18,471-£20,262)





to commence from November 2009 or as soon as possible thereafter





Closing date 9th November 2009 





Please follow application instructions included in this pack





				       									          								      																		









































For your information


We will be happy to supply you with further details on request concerning:





Local Housing


Relocation
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