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Job Description

Post Title: Management Information Systems (MIS) Officer 
Evaluation: 466 Points 
Grade: N5
Responsible to: Director of Curriculum and Performance

Job Purpose: 	To manage all aspects of the school Management Information System. To work in collaboration with other members of the school staff to ensure that the Management Information System meets, and delivers on, the requirements of the school. To be responsible for the provision of information that enhances school leadership, through the MIS and any associated maintenance of the MIS system. To resolve technical problems, as well as understanding general tasks which promote the use of the MIS system across the school. To work with colleagues on the development of systems that support management and provision of data for teaching and learning and leadership. In conjunction with the Director of Curriculum and Performance, design, maintain and implement the school timetable.

Main Duties: 

The following is typical of the duties the postholder will be expected to perform. It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.

1. Overall responsibility for the School Information Management System and for its daily use.

2. To be responsible for student target setting and the creation of student targets in relation to flightpaths of students. This includes the validation of Key Stage 2 data, locating any missing data, importing and matching data and updating target data.

3. To create and manage the maintenance of mark sheets for all subjects in all year groups including aspects, grade sets and results sets.

4. To be responsible for data collections including monitoring data entry and reporting to stakeholders, producing contextual reports for students for SISRA and creating data entry reports required for SISRA.

5. To manage parental reporting including the creation, generation, printing and any associated uploads for all subjects in all year groups – including both written and grade card reports.
6. To be responsible for academic course management in the system including course levels, funding returns and programmes of study.

7. To be responsible for all change of academic year activity including the rolling over of system data and creation of any associated new data.

8. To be responsible for timetable work on the initial formatting and validating of timetable files, rooming, class list population, printing for a variety of structures and accounting for subsequent updates throughout the academic year.

9. To be responsible for pastoral data including structures, links to NOVA T, maintenance and update as required.

10. To be responsible for the generation of reports for a variety of stakeholders including writing, maintain and running reports on all areas of management information system data.

11. To generate reports for the Senior Leadership Team including, but not limited to, half termly statistical reports on key performance indicators subdivided by a variety of factors. This includes isolation, exclusions, detentions, attendance, persistent absence, punctuality and any other required factors.

12. To be responsible for, and contribute to, annual census returns including the student and workforce census. This includes validation checking, error processing and fault finding.

13. To conduct training for staff on areas of the management information system as required, including the production of support material to support effective utilisation of the system.

14. To provide support for and advise on the management of pupil data to the Headteacher, Senior Leadership Team, Governing Body and Heads of Faculty/Department.

15. To ensure that the Management Information System and its interaction with the VLE supports school development.

16. Undertake any projects with the E Learning Manager that use the MIS to directly support learning.

17. To assist in maintaining a healthy, safe and secure environment and to act in accordance with the school/ LA policies and procedures.

18. To promote and implement the school/LA Equality Policy in all aspects of employment and service delivery.
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