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ST ANSELM’S CATHOLIC SCHOOL

JOB DESCRIPTION: SIMS DATA MANAGER 
GRADE/SALARY RANGE: KENT RANGE 6
HOURS:  37 hours a week for 41 weeks a year
DATE: January 2018
Person Specification
	
	Essential
	Desirable

	Qualifications
	· Good general standard of education, preferably to at least NVQ3 or equivalent
· Relevant first aid qualification or willingness to work towards this
	Hold GCSE Maths and English, or equivalent 

	Specific Skills, Experience and Knowledge
	· Awareness and understanding of Health and Safety regulations 
· Competent in use of Word, PowerPoint, Excel, Outlook

· Experienced in the use of SIMS

· Knowledge of Safeguarding children and young people and Child Protection
· Experience of working with confidential information
	

	Personal Qualities
	· Excellent record of punctuality and attendance

· Excellent written and verbal communication skills

· Able to remain calm under pressure, to work effectively as part of a team and to manage change
· Ability to relate to pupils, their parents/carers and staff

· Exhibit flexibility, resourcefulness, initiative, adaptability, confidence
· Continually looking at ways to improve quality of service 

· Ability to work in an organised and methodical manner
· Ability to forward plan, prioritise and meet deadlines.

· Attention to detail and ability to maintain accurate records
· Ability to summarise, analyse and interpret numerical data to identify issues / trends and patterns
· Ability to manipulate data to produce written / numerical and graphical reports
· Willing to undertake relevant training to develop performance
· Supportive of the School’s Catholic Ethos
	Desire and potential to progress to further promotion


Responsibilities
· To report to the Line Manager for SIMS data and to, as required, interpret and analyse data, providing standard and ad hoc reports.
· To undertake all school reporting requirements, administration and necessary report production including, but not confined to: the school census & workforce census, pupil progress reports & results, option choices & student preferences, student transfer data records.
· To support with the administration of timetable amendments, including cyclical updating of our closing the gap provision, updating sixth form courses and study requirements, bulk printing of timetables and any ad hoc timetable changes

· To set up and manage systems for tracking the progress of pupils at each key stage / subject area / cohort as required.

· To set up, recommend amendments as necessary and monitor staff access to SIMS, including the setting up of class mark sheets with appropriate aspects in them to aid the regular collection of data.
· In accordance with GDPR & KCSP regulations and procedures, to ensure the integrity, quality and completeness of all data so that SIMS can be treated as the golden source of pupil and staff data within the school; to manage the SIMS database, including maintenance, system updates and back-ups.
· To keep abreast of all developments and evolution of the SIMS system. 

· To monitor all data requirements, identifying areas for improvement and delivery of any agreed improvements.

· To liaise with Capita over SIMS queries/problems; to work alongside the Network Support Manager to provide support and ‘first point of contact’ for SIMS-related queries from staff, pupils and parents.
Other

The SIMS Data Manager may be required to undertake any other reasonable tasks as required by the Headteacher.
This job description is current at the date shown, but, in consultation with the postholder, may be changed to reflect or anticipate changes in the job commensurate with the grade and job title.
