MORPETH SCHOOL
JOB DESCRIPTION:
DATA/MIS OFFICER

Salary: NJC  Scale 4 (£21,546 to £23,610)

Hours: 35 hours per week, all year round
Responsible to:  Data/MIS Manager

Summary of role

To work closely with the Data/MIS Manager to support the raising of standards by using data, including pupil assessment and reporting systems, pupil data and reports and statistical information (both external and internal).  This is a new role and will be subject to review (in conjunction with the post holder).
Main duties and responsibilities
To support the Data/MIS Manager in the development and maintenance of the school’s management information system (SIMS) to ensure that they are operating effectively throughout the school

To support the Data/MIS Manager in data collation, checking, maintaining and analysis (including the use of excel) 
To support with the validation of data required for all statistical returns, tracking any issues to ensure that they are corrected and resolved.

To liaise with teaching and other relevant staff in relation to pupil data, providing training as required.
To assist staff in the use of our MIS system and the production of pupil reports

To undertake any other duties related to the post commensurate with the grading of the post.

Selection criterial/required skills
Proven experience relevant to the post

Experience of (or the ability to learn) SIMS MIS and other education software packages (for example, 4Matrix, SISRA) 
Excellent IT skills – comprehensive knowledge and understanding of the use of software and relevant packages (including excel) for analytical purposes
Excellent numeracy and literacy skills

Excellent communication (oral and written) and interpersonal skills to maintain good working relationships with staff and immediate colleagues

Ability to ensure that confidentiality and professional discretion is maintained at all times

Excellent organisational skills; the ability to manage and prioritise workload and respond effectively and flexibly to working under pressure and to tight deadlines

Ability to assimilate information readily and speedily, with attention to detail and accuracy

Professional working ethic, a proactive approach and a commitment to high standards

Commitment to the protection and safeguarding of children and young people

