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	Post
	Data Officer: Achievement

	CCC Single Status Role Profile
	BS6

	Post Summary

	This post is integral to our wider administrative team. Your role will be to provide administrative support to the school leadership team, working specifically with the leader responsible for student achievement, examinations and curriculum. Whilst the role will include general core administrative duties, your main role will be to utilise the functions within our school information management system to organise data capture at each assessment point and to ensure the accurate and timely management of achievement data, curriculum and course allocations, and examinations. A bespoke programme of support and training will be available to the successful candidate, building on your existing experience, attributes and skills.

	

	The following skills and qualities are sought in the successful candidate

	Essential
	Desirable

	Qualifications

	Relevant administrative qualifications in support of the role and/or relevant experience covering all aspects of the role requirements.
	Relevant administrative qualifications and/or certificated attendance at training specific to SIMS and working in a school environment.

	

	Experience, attributes and skills

	Ability to utilise SIMS for the purposes of managing student achievement i.e. assessment, mark sheets, course manager, examinations, lesson monitor, student curriculum and options.
	Experience of using other school information management systems.

	A thorough knowledge of assessment, recording and reporting arrangements in secondary schools.
	Experience of supporting colleagues to carry out tasks in SIMS and/or other information management systems.


	Evidence of the accurate and timely management of SIMS to support leaders with school improvement.
	Experience of working with FFT, DfE Secure Access, exam board secure sites and other national data websites.

	Commitment to the provision of a high quality service to staff, parents and students rooted in providing equal opportunities to all students.

	A forward looking approach to developing school based systems with the drive, initiative and the ability to respond quickly to further developments in education and within school.



	Competence and experience in the use of ICT i.e school networks, Office 365, cloud based systems and secure systems.

	Understanding of how data can enhance student progress and the ability to shape the way this data may be presented to staff, parents and students.


	Excellent written and oral communication skills in a variety of contexts (students, parents, colleagues and other stakeholders).

	Understanding of the changing school environment and national issues relating to student achievement and examinations

	Ability to work in partnership in a small and close knit team.
	Evidence of leading the development of systems specific to the role

	Commitment to continuous review of school wide systems and procedures.
	Willingness to lead and contribute to CPD activities.

	Enjoyment of working with young people.
	

	Ability to develop good rapport and high quality professional relationships with students.

	

	Awareness of child protection and safeguarding issues.

	Completion of relevant safeguarding training.

	Resilient when working to tight deadlines and the ability to problem solve.
	

	Commitment to continuous professional development.
	

	Proactive.
	

	Self-motivated and tenacious in the solving of problems and learning new skills.
	


