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Sample 
Job Description
	Job Title
	Data Support Officer



	Reports to
	Deputy Headteacher


	Liaison with
	Student Services Manager, Other Staff, Students, Parents, Visitors, External Agencies, ECC staff


	Job Purpose
	To ensure the accurate maintenance of the school’s assessment and reporting data (within SIMS database) and Go4Schools. To provide administrative support to the Student Services Manager by collating and analysing student assessment data.
Maintaining student tracking sheets and the administration of the schools reporting system. 
Undertaking necessary duties from the list of office and student services below when required.  

	Duties:

	· To collate and administrate annual school reports for all year groups using Go4Schools and SIMS Assessment Manager
· To collate and administrate progress reports half termly (as per reporting cycle) using Go4Schools and SIMS Assessment Manager
· To update the reporting periods with regard to tutor comments, target sheets and various documentation needed 
· To provide all teaching staff an up-to-date record of pupil data by individual student or by teaching group.  Maintaining pupil assessment tracking sheets by entering data such as KS2, KS3, MIDyis 
· To ensure the maintenance of accurate assessment and reporting data within SIMS database
· To input data into Assessment Manager module (Midyis data, Examination results, SATs results and other school generated data e.g. reading/spelling test results)
· To transfer data between modules and CEM Centre
· To transfer National Test Data to DCSF (via S2S)
· To provide performance data as requested by staff, students and parents
· To ensure that all student reference requests receives a timely and accurate response and to prepare and distribute all references
· To assist in the production of  Achievement Reports half termly for whole school via Excel Marksheets
· To produce chances tables from FFT Live and Midyis websites
· To produce and analysing data for staff as requested.
· To support Assistant Headteacher responsible for student progress.
· To Manage Mock Examination Results for Year 10 and 11 and producing reports for parents.
· To extract data for teaching staff by individual student or by teaching group as requested.
· To assist with first aid as required.
· To assist with general office duties.
· To prepare  folders for target setting
· To provide data when requested in a suitable format for Governors.


	General 
Confidentiality
Pension
	· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.
· Ensure that all duties and services provided are in accordance with the College’s Equal Opportunities Policy.
· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.

· Some of the work undertaken within the school is of a highly confidential nature. The post holder must at all times maintain confidentiality.

· As an employer of the Local Government Pension Scheme, the post holder will be auto-enrolled on the Pension Scheme. If you wish to opt out, please contact the HR Department.




