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Job Description

Operations Manager 
Title of Post:

Operations Manager (Exams)
Scale:


HCUC ACA pay scale pt. 37 - 40
Section:

Funding 
Hours:


36 hours per week, 52 weeks per year
Reporting to:

Director of Funding and Information Systems
Responsible for:
Seven staff and one apprentice

Base:


Uxbridge/Harrow
MAIN SCOPE OF POST:
Responsible for the management of the Examinations department across all centres.
DUTIES:
1. To make a significant and informed contribution to the departmental strategy, highlighting key areas or processes that fit in with college objectives, and be able to deliver a team plan that aligns with these strategies. 

2. To manage the Examinations team to ensure the efficiency and effectiveness of the College’s examination administration and recording and reporting of student achievement information. 

3. To be responsible for the implementation of a college-wide policy on the recording of examinations on the MIS package.

4. To be responsible for the defining/updating and implementation of business processes within the key areas of responsibility.

5. To define data input protocols/validation exercises in relation to examinations data to ensure accuracy/consistency.

6. Keep up to date with developments in IT technologies, investigating and proposing changes to systems, and working practices to utilise new technology to ensure continuous improvements.

7. To work closely with the departmental Managers to ensure performance data is an accurate reflection of curriculum area or funding type delivery.

8. To establish strong working relationships with Assistant Principals and Heads of Schools/Service.

9. To be proactive in developing and maintaining reliable management information.

10. To be responsible for all examinations activity across the College Group including set up, recording and detailed analysis whilst ensuring compliance with JCQ/awarding body regulations.

11. To maintain and analyse retention and achievement data using Pro-Achieve/result files.

12. Responsible for maintaining documentation and training guides.

13. To understand the meaning and purpose of data and check all reports for reasonableness

14. To lead in defining and updating critical business processes.

15. To define data input protocols to ensure consistency.

16. To define validation exercises in relation to data.

17. To ensure that systems and procedures are in place for the collection of necessary data for students. Oversee the administration and storage of records in accordance with both college and statutory requirements.

18. To liaise with Systems Support, to maximise the benefit and potential of MIS.

19. To be an active member in the Software House user groups.

20. To establish strong working relationships with key stakeholders.

21. To ensure full compliance with audit regulations and to liaise with auditors to ensure sound management of the audit process.

22. To assist with the preparations of all funding returns. 

23. Ensure the key functions are compliant with GDPR requirements

OTHER DUTIES:
1.
To deputise for the Director of Funding and Information Systems Manager in his/her absence.

2.
To take an active part in the appraisal and mentoring processes.
3.
To comply with all relevant Health and Safety regulations and assist the College in the implementation of its own Health and Safety policy.

4.
To comply with and actively promote within their section the College’s Equal Opportunities Policy.

5.
Participate in and contribute to the College’s in-service and training activities.

6.
To participate in enrolment duties.

7.
To carry out all other duties as may be reasonably required.

	Further Education is an every changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.


Operations Manager (Exams)
Person Specification

	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

	· Good level of general education to Level 3 (minimum of 2 ‘A’ levels or equivalent)
	(
	
	Cert/AF

	· Education to degree level or equivalent
	
	(
	Cert/AF

	
	
	
	

	Knowledge, Skills and Experience
	
	
	

	· Excellent communication skills (written and verbal) and interpersonal skills
	(
	
	AF/IV

	· Excellent IT skills including significant experience with MS Office
	(
	
	AF/IV

	· Significant experience of working with a large information database and reporting using MS Excel
	(
	
	AF/IV

	· Excellent administrative and organisational skills, and ability to prioritise a busy workload effectively and meet deadlines
	(
	
	AF/IV

	· Team leadership/supervisory experience
	(
	
	AF/IV

	· Strong analytical skills
	(
	
	AF/IV

	· Experience of organising and running examinations and a knowledge of examining bodies 
	
	(
	AF/IV

	· Previous experience of Further or Higher Education sector
	
	(
	AF/IV

	· Experience with SQL
	
	(
	AF/IV

	· VBA knowledge
	
	(
	AF/IV

	Personal Attributes
	
	
	

	· Ability to generate new ideas and working methods
	(
	
	AF/IV

	· Highly motivated with high standards for presentation, accuracy and reliability
	(
	
	AF/IV

	· Well organised, with the ability to meet deadlines
	(
	
	AF/IV

	· Ability to work well under pressure
	(
	
	AF/IV


*Evidence of criteria will be established from:
AF = Application Form

IV = Interview

Cert = Certificates checked on induction
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