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ST. ANNE’S CATHOLIC HIGH SCHOOL FOR GIRLS

JOB DESCRIPTION

POST:



SIMS and Data Manager;

REPORTING TO:

1st Deputy Headteacher
GRADE:


PO1 41 Weeks full time.

(Term time39 weeks plus 2 weeks exam results)
CORE PURPOSE:

To have the lead responsibility in:

· Creating and developing clear and concise statistical & graphical analytical solutions for all stakeholders which maximise the school’s data information systems. 

· Participate in the strategic decision making of the school in relation to information tracking and reporting systems to facilitate continuous improvement.

· Develop bespoke solutions to education developments that have implications on data management and school improvement.

· Produce, use and analyse large volumes of student data, including examination and assessment results and target setting; maintain student specific data to a very high standard.

· Interpret complex data and information in order to identify patterns and changes in performance, including national data documents.

· Analyse and publish student level data in order to provide colleagues with robust and reliable in-depth evidence for performance improvement reports, to enable them to effectively evaluate and identify groups for early and intervention, leading to the raising of standards and progress for every student.
· Exercise highly developed communication and presentation skills in order to ensure all colleagues and students, including “non-data specialists”, can translate the results to impact positively on student achievement in the classroom. 

· Ensure that data for external publication is current and accurate, eg DfE performance tables.

PRINCIPAL RESPONSIBILITIES:

· Lead on the production of detailed, accurate and appropriate analyses of Summer examination results ready for presentation and publication at the start of September. 

· Prepare analysis and reports for SLT and Subject Leaders on students’ tracking systems and value added performance (i.e. student progress and exam analysis) by specified categories – eg, subject, teacher, year group, key stage, vulnerable groups etc.

· Produce reports for the HT and 1stDHT to use in staff and other stakeholder meetings.
· Develop and maintain a consistent approach to subject reporting across the whole school.

· Provide user-friendly student attainment and progress reporting for a range of audiences; train colleagues when appropriate in understanding/interpreting the data and information systems.

· Verify data and compile exam results statistical returns for the Local Authority, DfE and for other external bodies to produce school performance benchmarking data nationally and locally, including PIs.
· Contribute to the whole school evaluation process providing necessary data for staff. Assist the HT and 1stDHT and governors in reporting to Ofsted Inspectors on targets and detailed analysis of school performance.
· Work with 1stDHT in relation to meeting all reporting deadlines both internal and external. 
· Work with Senior and Middle Leaders and Head of 6th Form to ascertain their data requirements and provide solutions.

· Compile reports to generate targets for KS5, KS4 and KS3 using SATs, KS2, FFT and GCSE scores; to upload these to SIMS and Level 3 and Oxford Analytics and communicate to appropriate staff.  

· Work closely with the Exams Officer and Data Clerical Assistant to ensure Assessment, Exams and Course Manager database content are managed accurately.
· Identify missing student attainment information for students admitted in-year, ensure targets are set and entered into SIMS. 

· Develop the reporting calendar and plan together with the 1stDHT.

· Keep abreast of current guidance requirements and good practice in relation to target setting, effective use of data and reporting.

· Prepare data sheets for Options, Open Evenings, prospectus, website and other marketing events as required. 

· Participate in school meetings, including external, as required.

· To manage and develop academic, behavioural and report databases in SIMS, 4Matrix and Excel etc. as appropriate.

· Ensure the Year 7 intake’s Key Stage 2 and baseline data is complete and accurate and imported into the system.

· Working closely with the IT Network Manager and support team to ensure co-ordinated changes and updates to the school’s information system, as well as working with the administrative staff to ensure smooth and accurate process within SIMS for the management of admissions.

· Ensuring and managing the smooth transition from one academic year to the next with all sections of SIMS and the smooth transfer of data between the Timetable – Assessment Manager – Academic Management – Lesson Monitor, and other aspects of SIMS.

· Responsible for DfE Statutory Returns.
· Prepare SIMS for the coming academic year and perform student curriculum assignment in SIMS.

· Construct and maintain the whole school timetable.

EXPECTATIONS OF ALL STAFF (Teaching & Support)

· Support the Headteacher and Strategic Leadership Team in creating a culture for learning, high standards of achievement and success for all the students. 

· Remember the duty of care for all the students in classrooms and around the buildings.

· Carry out all duties and responsibilities in accordance with the school’s Mission Statement, contents of the Staff Handbook, policies, current practice and the duty of care for the students’ well-being and safety; not to do anything to bring the name or ethos of the school into disrepute.

· Work flexibly as a member of a team, and undertake such other duties as may be required within the scope of this post.  

· Deal with enquiries efficiently and sensitively.

· Ensure absolute confidentiality in all matters relating to the students, staff and school business.

· The post holder will ensure that the duties of the post are undertaken with due regard to the School’s Health & Safety Policy and to their personal responsibilities under the provisions of the Health & Safety at Work Act 1974 and all other relevant subordinate legislation.

· Be aware of and comply with policies and procedures relating to child protection, health & safety, security and confidentiality. 

· Report child protection (CP) concerns immediately to the named CP person(s).   

· Attend and participate in relevant meetings, training, performance development and other activities as required.

SAFEGUARDING (CHILD PROTECTION)

St. Anne’s is committed to safeguarding and promoting the welfare of children and young people.  Therefore, all employees working at this school are expected to share this commitment.

NOTE

This job description should not be viewed as a comprehensive description of the post. Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  

Employees will be expected to comply with any reasonable request from those in a position of responsibility to undertake work of a similar level that is not specified in this job description.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the salary scale and job title.

Signature of Post holder
           ………………………
Date

Signature of Headteacher
………………………
Date
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