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Emmanuel College is a large vibrant comprehensive 
school in the heart of Tyneside serving 1450 students 
aged 11 to 19. Emmanuel College exists to impart 
wisdom to the next generation by educating young men 
and women in a culture which prioritises the pursuit of 
truth and the development of character. We are a school 
with a distinctive Christian ethos but our community is 
made up of students, staff and parents who hold many 
different religious and ideological positions and unite 
around our core beliefs and core values. One of the few 
remaining City Technology Colleges, Emmanuel College 
retains a strong commitment to providing opportunities 
for the most disadvantaged in our communities in a 
culture of high expectations and entrepreneurship. 

We value academic excellence and each year see many 
of our students leave to take up places at some of the 
world’s top universities, but we hold personal best to 
be of far greater importance. It is our experience that by 
developing a strong work ethic, holding a growth rather 
than fixed mind-set, and being provided with outstanding 
tuition, students may go on to achieve considerably more 
than they might have imagined possible. 

We seek to be intentional about character education, 
our aim being that our students will, in the future, 
become servant-hearted leaders. Students starting here 
encounter consistent rules, role models and traditions, 
which help them feel part of the Emmanuel family and 
to begin to take responsibility for others.  As students 
grow older we expect more of them and in the Sixth 
Form expect our students to take on at least one formal 
leadership role in College as well as beginning to serve 
in the wider community. All Emmanuel students and 
staff members can expect to be involved in at least 
one co-curricular activity. A professional approach to 
management, accountability, appraisal and financial 
control is expected of every member of staff.  

DATA AND EXAMINATIONS MANAGER (MATERNITY COVER) 
Temporary 11 month contract to cover maternity leave commencing on 15 August 2022.
Weekly hours 40, typically 08:00 to 16:30 Monday to Friday;  part-time and alternative working patterns (around the 
school holidays) will be considered.
Salary range:  Scale Point 21-27 which for this working pattern is £29,161 - £34,480.

The College GCSE results place us amongst the very best 
non-selective, co-educational, comprehensive schools in 
the country with a 2019 progress 8 figure of +0.48, 83% 
of students achieving grade 4 or higher in English and 
mathematics, 64% of students achieving grade 5 or higher 
in English and mathematics and average points in the 
English Baccalaureate of 5.25.  At A Level Emmanuel has 
also been ranked amongst the top comprehensive schools, 
with 64% of all grades at grade A* to B, and a 100% pass 
rate.

In the 30-year history of Emmanuel College we have 
received five full OfSTED inspections and three additional 
OfSTED survey visits. Each time College has been graded 
‘Outstanding’.  The full text of the most recent inspection 
reports can be found on our website and that of OfSTED. 

Emmanuel College is one of six schools within the 
Emmanuel Schools Foundation and benefits from the 
opportunities and support that belonging to a flourishing 
Multi Academy Trust.  In April 2014 the College was 
designated as a National Teaching School in recognition of 
its outstanding performance and its track record of raising 
standards through supporting other schools and in the 
areas of ITT and leadership development.

ABOUT EMMANUEL COLLEGE
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THE PERSON
Emmanuel College’s reputation for academic excellence 
alongside genuine pastoral care is a result of a strong 
partnership between our students, teachers, support 
staff and parents. We seek to appoint a conscientious 
individual with a passion for administration and data to 
join our team in a key post that will contribute significantly 
to the maintenance and increase in standards amongst our 
1,450 students. You will play a key role within the College 
Academic Office, which will involve you supporting senior 
and middle leaders in a broad range of activities relating to 
curriculum and achievement. 

You will ideally be a numerate graduate with experience of 
data management and analysis. You should be confident 
and skilled in the use of Excel or relational databases. 
Exceptional attention to detail and a commitment to 
accuracy is essential, as well as being able to work flexibly, 
solve problems and be proactive. You will need excellent 
organisational and communication skills. You will need 
to be able to work independently but also be effective in 
working with others; in particular, supporting colleagues in 

understanding and using data. You will take responsibility 
for the efficient management and administration of all 
internal and external examinations and assessments, 
therefore experience in a similar role would be beneficial.

The ability to confidently manage and interrogate data, 
and deliver reporting at an advanced level are essential. 
You must have the ability to see beyond statistics to 
people and contribute to our approach that seeks for all 
students to achieve their personal best. 

If this appears daunting, this is a positive sign. However, 
you will work as part of a team under the Vice Principal 
and Assistant Vice Principal who will train and support 
you in a collaborative effort to enable our students to 
fulfil their potential. You will additionally manage a small 
team of invigilators who will support you at key points 
during the academic year in the administration of external 
examinations. 

THE POST
You will be responsible to the Assistant Vice Principal (Academic Services) for:

The efficient management and administration of all internal and external examinations and assessments, with a 
particular emphasis on:
• The co-ordination of internal and external assessment cycles including the production of exam calendars and 

timetables, the processing of entries, ensuring compliance with exam regulations, co-ordination of invigilation, and 
special consideration applications.

• Working with senior staff to ensure the efficient and timely collection of academic data which are accurate and 
consistent with the academic strategy.

• Overseeing the accurate maintenance of course information for all year groups via the prospectus and options’ 
booklets and communicating all relevant course information from examination boards to Curriculum Leads.

Development of analysis and reports for use in wider College, with a particular emphasis on:
• Accurate analysis of academic and pastoral data in a timely manner and in a format that allows for ease of 

interpretation by governors and staff at all levels.
• The delivery of high quality annual and termly reports to students and parents, consistent with deadlines outlined in 

the College calendar, as well as the communication of external exam results and destinations to staff, students and 
external bodies.

• Providing analysis support to middle and senior leaders that allows for efficient and effective student intervention 
to take place.

Management of the College management information system (MIS), with a particular emphasis on:
• Maintenance of student and staff records to be compliant with annual census returns and GDPR.
• Maintenance of the in-year College timetable and associated reports, including the allocation of cover staff where 

necessary.
• Development of the MIS to meet the evolving needs of the College.
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TERMS AND CONDITIONS INCLUDE 
• Temporary 11 month contract to cover maternity leave commencing on 15 August 2022.
• Weekly hours 40, typically 08:00 to 16:30 Monday to Friday;  part-time and alternative working patterns (around 

the school holidays) will be considered.
• Salary range:  Scale Point 21-27 which for this working pattern is £29,161 - £34,480.
• 25 days annual leave in addition to Bank Holidays.
• Local Government Pension Scheme.
• Daily allowance for the College restaurant during term time.

Emmanuel Schools Foundation is committed to the safeguarding of children and all staff are expected to ensure that Emmanuel 
Schools Foundation is a safe and secure environment for our students. Successful applicants will be subject to an Enhanced 
Disclosure via the DBS, along with standard pre-employment safeguarding checks. All staff are expected to undertake continuous 
safeguarding training.

Closing date:  Monday 25 April 2022 at 8:00am.
Interview will be held on Thursday 5 May 2022. 

For an application pack and further information, please visit www.emmanuelcollege.org.uk or 
call HR on 0191 461 4156 or email hr@emmanuelctc.org.uk    A CV may be submitted to supplement your 
application but will not be accepted in replacement of a completed application form. 

APPLICATION DETAILS

PRIVACY POLICYAPPLICATION PACK EQUAL OPPORTUNITIES MONITORING FORM

http://www.emmanuelcollege.org.uk
mailto:hr@emmanuelctc.org.uk
https://www.emmanuelcollege.org.uk/wp-content/uploads/2022/02/Privacy-Notice-Job-Applicant.pdf
https://www.emmanuelcollege.org.uk/wp-content/uploads/2022/02/ESF-Application-Form-Support-Staff-Positions.doc
https://www.emmanuelcollege.org.uk/wp-content/uploads/2022/02/Privacy-Notice-Job-Applicant.pdf
https://www.emmanuelcollege.org.uk/wp-content/uploads/2022/02/ESF-Application-Form-Support-Staff-Positions.doc
https://forms.office.com/Pages/ResponsePage.aspx?id=KjXqEW-MvkOdRU6rYU5-Az4PxEYOvkJNsHU5TSsxksRUQlBDSkFWQlo1NTFGQkRaWlFORE9PVUVYNS4u
https://forms.office.com/Pages/ResponsePage.aspx?id=KjXqEW-MvkOdRU6rYU5-Az4PxEYOvkJNsHU5TSsxksRUQlBDSkFWQlo1NTFGQkRaWlFORE9PVUVYNS4u
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