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JOB DESCRIPTION FOR A
data manager AT ST MICHAEL’S CATHOLIC COLLEGE
The Data Manager will contribute to the overall leadership and management of the school and be active in supporting the aims and ethos.
The Data Manager will lead and manage all data (student and staff) related activities to ensure the school management information systems (MIS) holds accurate and up to date records on students and staff in line with EFA requirements, liaising as required with third parties.

The Data Manager will lead and manage all aspects of Assessment, Recording and Reporting, retrieving and analysing data as required to ensure available data has impact across the College.

The Data Manager is accountable to the Principal and Vice Principal.

Main duties and responsibilities are indicated here. Other duties of an appropriate level and nature will also be required.

Management of resources and administration
· Maintain and run the college’s MIS system, ensuring current accurate data is available at all times.
· Manage and oversee SIM’s packages.

· Manage examinations and reporting across the college.

· Embed the systems’ use across the college, interact with stakeholders, lead and manage data projects and 3rd party suppliers.

· Work with steering groups, administration and SLT if appropriate. 
· Assist in production of the school annual timetable and data information.
· Help complete relevant statistical returns, such as the Census as and if required by the ICT Consultant
· Manage relevant school data from and to external providers e.g. DfE.
Leadership & management
· Foster a service orientated, ‘can do’, approach and culture of support. Within teams, ensuring that there are mutually supportive working relationships between academic and support staff.
· Lead by example, providing inspiration and motivation, and embody for the students, staff, governors, parents and wider community the vision, purpose and leadership of the college.

· Take responsibility for reporting to designated staff as required to ensure smooth day-to-day management and organisation of the data at the College.
· Support the Principal in the recruitment, deployment, motivation, development and appraisal of staff to make the most effective use of their skills, expertise and experience and to ensure that all staff have a clear understanding of their roles and responsibilities if appropriate.

Training & development of self and others
· Regularly review own practices, set personal targets and take responsibility for own self-development.
· Provide on-site induction and training for college staff in order to ensure compliance with procedures and efficient and effective use of MIS and data packages.

· Work with Vice Principal on INSET, data for staff.
General statements
All school staff are expected to:

· Work towards and support the College’s vision and current objectives outlined in the Development Plan.

· Contribute to the College’s programme of extra-curricular activities.
· Support and contribute to the College’s responsibility for safeguarding students.

· Work within the College’s health and safety policy to ensure a safe working environment for staff, students and visitors.

· Work within St Michael’s Diversity Policy to promote equality of opportunity for all students and staff, both current and prospective.

· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues.

· Engage actively in the performance review process.

· Adhere to the College policies as set out in the College’s staff handbook, and intranet.

· Undertake other reasonable duties related to the job purpose required from time to time.
This job description is non-contractual which means that the Principal may require variations in line with the changing needs of the College within the competence of the post holder.   
SELECTION CRITERIA (Skills, knowledge, experience etc. required)

Skills Required
· Ability to communicate effectively, both verbally and in writing, with colleagues, school based staff, governors, the GDST and external bodies.
· Confident in the use of computer packages, including SIMs, Spreadsheet, Word Processing and Database systems.

· Excellent numeracy skills with the ability to analyse and present statistical information with confidence.

· Ability to understand, interpret and communicate data and statistical information.

· Excellent interpersonal skills.

· Excellent organisational and time management skills with the ability to prioritise.

· Ability to work on own initiative and react to competing demands.

· Ability to work to deadlines, applying proactive time management strategies.

Experience
· Understanding and application of MS Office, word processing, excel spreadsheets.
· Experience in using SIMS.

· Experience of working in an educational environment which demonstrates post holder’s ability to work with teaching staff and interact with pupils.
Attitude / approach
· Calm, flexible, approachable.
· Highly organised.
· Ability to solve problems, make good judgements and take decisions.
· Ability to work under pressure.
· Demonstrate commitment to the improvement and development of own performance.
· A willingness to contribute to the wider life of school.
· A positive outlook and sense of humour.
We are committed to the safeguarding of children and an enhanced DBS will apply to this post.
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