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SENIOR DATA ADMINISTRATOR
Responsible to:
The Data Systems Manager 

Job Description

The first responsibility of all members of staff will be to secure the affirmation, formation and achievement of every learner, in the management of rights of access, choice and freedom from discrimination.

CORE PURPOSE:

To work, as part of the data team providing a comprehensive service in the preparation and production of student data, timetables, assessment information, exams administration, school census and learner reports including the preparation of documents for school events and learning and communication resources in addition to undertaking a wide variety of other duties. 

SUPERVISORY/MANAGERIAL RESPONSIBILITIES:

No direct supervision over other members of staff but may be required to assist in the supervision of students, trainees, work experience and voluntary helpers with whom the postholder is working.

SUPERVISION AND GUIDANCE:

To work under the instruction/guidance of the Data Systems Manager and other staff members as appropriate, expected to perform delegated duties without supervision and to exercise initiative; reporting only on matters of progress or to seek specialist advice.

RANGE OF DECISION MAKING:

Expected to make decisions within established academy policies and procedures.  

To interpret guidance from other staff on the preparation of documents and materials. 

To liaise with other administrative and academic staff to ensure time schedules are met. 

Liaising with all staff on behalf of the Principal on administrative matters.

The postholder will be expected to use good common sense and initiative in all matters. 

Expected to take a lead in the development of new systems and procedures to meet changing requirements and improve quality.

RESPONSIBILITY FOR ASSETS, MATERIALS ETC:

To maintain the confidential nature of information relating to the Academy, its Governors, staff, students, parents and carers.  

The provision, use and storage of all equipment and materials.

An understanding of current Data Protection law and the new EU GDPR legislation soon to come in to force. 

Responsible for the safekeeping of the computer hardware and software and the back up of computerised data ensuring compliance with the requirements of the Data Protection Act and GDPR.
Range of Duties:

· To promote a professional and courteous service that is consistent with the academies ethos. 

· To liaise with the DfE, LA, Trust, Stakeholders and other agencies/parties deemed necessary on behalf of the Academy.

· Take a lead role in the preparation and creation of the school census. 

· Assist in the development and maintenance of student records including preparation of student reports, assessment analysis and timetabling.

· Create and prepare documents for academy events such as, but not limited to, Contextualised Learning Days, Target Review Days.

· Provide detailed reports and analysis of student data as required.

· Provide administrative support and assistance to the Exams Manager at peak examination periods.

· Undertake research to stay abreast of national data and policy changes, using this to inform decisions and drive positive change. 

· Take a lead role in planning, development, design, organisation and monitoring of support systems/procedures and policies. 

· Take a lead role in promoting an environment rich in the communication of student success and achievement.

· From time to time, the post holder may be required to undertake any other duties commensurate with the level of responsibility of the post.

RESPONSIBILITIES:

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and support diversity and difference, ensuring equal opportunities for all.

· Contribute to the overall ethos/work/aims of the Academy.

· Develop constructive relationships and communicate with other agencies/professionals.

· Appreciate and support the role of other colleagues.

· Attend and participate in relevant meetings as required.

· Recognise own strengths and areas of expertise and use these to advise and support others.

· Participate in training and other learning activities and performance development as required.

· To support, uphold and contribute to the development of the Academy’s equal rights policies and practices in respect of both employment issues and the delivery of services to the community.

Senior ADMINISTRATOR - Data

Person Specification

	               EXPERIENCE
	

	
	

	Essential
	

	· Experience of a data or administration role in a school/Academy/Trust.

· Understanding the needs of stakeholders in providing an effective data service in a large all through Academy provision.

· Experience of the use of management information systems and a range of other ICT applications.

· A good working knowledge of the SIMS system within a school environment, particularly Assessment Manager.

· Competent in the use of Microsoft applications, including Excel and Word and Outlook
· Strong literacy skills and the ability to manage reports whilst respond to range of intellectually demanding requests.
· Numeracy skills to produce statistically accurate information


	App Form &

Selection process 

	Desirable
	

	· Experience of timetabling/scheduling.

· Experience of working with children of relevant age.


	App Form &

Selection process

	Qualifications

	Essential
	

	· GCSE English and Maths at grade C / 4 or above including equivalences.

· Evidence of Level 3 or equivalent qualifications or be able to demonstrate relevant skills.
Desirable

· Relevant training in MIS applications, SISRA analytics, RAISE ASP, FFT Aspire or School Census preparation or other Data applications.
	App Form &

Selection process

	

	

	Training

	Essential
	

	· Commitment to one’s own personal development; willingness to undertake job related training as required.
	App Form &

Selection process

	
	

	Special Knowledge

	
	

	Essential
	

	· An understanding of the relevance of accurate data in an educational establishment.

· Knowledge of Academy/school procedures.


	App Form &

Selection process

	Desirable
	.

	· Knowledge of the national picture and current policies in primary and secondary education.

· Knowledge of examination procedures for secondary education.


	App Form &

Selection process

	
	

	       ESSENTIAL SKILLS AND ATTRIBUTES



	· Approachable, courteous and able to present a positive image of the academy to callers and visitors.
	

	· Good timekeeping – must be able to report for work at specific times.
	App Form &

Selection process

	· A good level of both written and spoken English.
	

	· Flexible and willing to accept change.
	

	· Enthusiastic, good sense of humour.
	

	· Able to act in a firm, but fair manner.
	

	· Able to use good common sense and initiative.
	

	· Good numeracy skills. 
	

	· Keyboard skills and ability to work with precision and reasonable speed.
	

	· Must demonstrate good interpersonal skills and listening skills.
	

	· Proactive and highly developed organisational skills.
	

	· Has an understanding of computer technology and how it can be utilised in an administrative/managerial setting.
	

	· Self starter with excellent time management skills
	

	· Able to work constructively as part of a team.
	

	· Ability to prioritise conflicting demands and pressures.
	

	· Ability to relate well to students and adults.
	

	· Ability to work proactively and independently using own initiative.
	

	· Ability to respond flexibly to a diversity of situations and needs.
	

	· Ability to cope with the requirements of the post.
	

	· Ability to discuss and present information clearly and articulately.
	

	· Willingness to share expertise, knowledge and experience with others. 

· Able to use a range of office equipment.
	

	
	

	

	                               PERSONAL CIRCUMSTANCES
	

	
	

	· Must be legally entitled to work in the UK (Asylum and Immigration Act 1996)
	Sight of official documentation 
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