[image: ]

                                         JOB DESCRIPTION


Job Title:		Data Officer				

Grade:			C3 Full Time (37hrs) - Term Time Only + 15 days

Responsible To:		MIS & Data Coordinator
		
Purpose of the post:		

To assist the MIS & Data Coordinator in the management of the MIS & data systems in school facilitating effective data collection and analysis in accordance with the school’s Quality Assurance Calendar.
To assist the Curriculum & Exams Administrator in the management of the examination process
facilitating the effective delivery of internal and external exams in line with JCQ guidelines.

Specific 

· Manage the school’s reporting and data collection process. 
· Process school data as required, liaising with teaching and associate staff.
· Assist with analysis of data using appropriate systems, including SISRA and SIMS.
· To produce reports for members of the Senior Leadership Team, pastoral and curriculum based staff, students and parents as required.
· Assist with preparation of annual census returns, other statistical reports and data returns as required.
· Assist with the training of new staff on data systems.
· Assist with the development and management of the parental reporting system.
· Assist the MIS & Data Coordinator in ensuring that the school’s website and VLE are fit for purpose.
· Assist the MIS & Data Coordinator to coordinate the effective development of an integrated management system.
· Assist the MIS & Data Coordinator in the development of IT systems for management and to support students’ independent learning.
· Assist the Curriculum and Exams Administrator with exam entries.
· To distribute exam entry and timetable information to students.
· Assist the Curriculum and Exams Administrator in the setting up of exam rooms.
· Collate paper copies of results for distribution to students.
· Collate and check certificates for distribution to students.


Management (implementation) including Performance Management

· Be accountable for own performance management, setting challenging objectives/targets in line with the school priorities.
· Maintain up-to-date role specific knowledge.
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Monitoring

· To support tracking and monitoring of individual/groups of SEND students and make appropriate interventions to tackle under-achievement.
· To support the process of monitoring outcomes within the SEND Improvement Plan. 
· Ensure that as part of the SEND and Learning Support team you provide an accurate Data Base of individual student data where appropriate.
· Support setting SEND students individual targets, which are regularly reviewed.
· Actively monitor systems to achieve efficiency and value for money.

Evaluation

· Evaluate impact of resources and systems.

Other

· Responsible for a student coaching group.
· Priesthorpe School expects all employees to uphold the duty to safeguard and promote the welfare of learners.

Integrity

We expect our students, staff and parents to act with integrity at all times. Day to day this means courteous
and positive communications with each other, always being honest with themselves and others, and
representing themselves and the school at all times in a positive way.

Our Policies

The postholder will fully support and champion, Safeguarding, Child Protection, Equality and Diversity and the Prevent agenda at all times, as appropriate

Strategic Direction and Development of Priesthorpe School

The post holder will be expected to support and promote the development and progress of the school, its students and staff. All staff are expected to:

· Facilitate open and clear lines of communication with all stakeholders.
· Contribute to the school’s development and implementation of policies.
· Support all staff in achieving the school’s priorities and targets.
· Ensure parents are well informed about the school and their child’s progress.

NOTES

This job description allocates duties and responsibilities but does not direct the amount of time to be spent carrying each of them out.

The job description is not necessarily a comprehensive definition of the post.  It will be reviewed at least once each year and it may be subject to modification or amendment at any time, after consultation with the post holder.


Signed: ___________________________________	Date : ____________________________________________________
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