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Data and Systems Coordinator
Our approach to staff mentoring and wellbeing make it an outstanding place to work, train and progress.  
It’s an exciting time to join Ark Globe as we strive for excellence. Our recent success can be credited to our committed and dedicated staff and the high aspirations we promote throughout the school. 
We are looking for a Data and Systems Coordinator to join us. You will maintain up to date records of student and staff personal and assessment details, ensuring that systems are efficient and the information kept is both accurate and confidential.

"It is such a privilege to be part of this community. It’s a group of like-minded adults working together for the common goal: to prepare our students for university and to be leaders in their community."  

- Staff member at Ark Globe

Our Culture Pyramid sets out for students, staff and parents our purpose, our beliefs and our values. This helps to set expectations for learning and behaviour in our daily lives at Globe. Visit http://arkglobeacademy.org/secondary/vision-and-values  for more details. 
Ark is one of the UK's most successful school groups with a network of 35 schools in 4 locations across the country alone, it is an international charity transforming lives through education. As part of the network, our staff can expect: 
· Access to a range of discounts through the Ark Rewards Scheme which includes reduced gym memberships, discounts at major retailers and travel loans
· Twice as many training days as standard 
· Support from a network of 35 schools across the UK
Visits to the school are warmly encouraged; to arrange, please email Sabir Yuksel on s.yuksel@globeacademy.org 

Visit http://arkglobeacademy.org/ for more information on the school. 
For technical queries relating to your application, please contact the recruitment team on 0203 116 6345 or recruitment@arkonline.org
Please submit your application online by visiting https://goo.gl/GT1mg7 
The deadline for applications is 11am, Friday 8th September.
Deadline: 11am, Friday 8th September
Interview: w/c 11th September 

Start date: ASAP
Contract: Permanent (Full time, 36 hours per week, all year round)


Salary: Band 6 (Spine Point 23) £24,988
Ark is committed to safeguarding children; successful candidates will be subject to an enhanced Disclosure and Barring Service check.

Job Description: Data & Systems Coordinator

Reports to: 
Assistant Principal

Start date:  
As soon as possible

Location:
Southwark, London

Contract:       Permanent

Salary:            Band 6 (Spine Point 23) £24,988
The Role

· To maintain up to date records of student and staff personal and assessment details, ensuring that systems are efficient and the information kept is both accurate and confidential.

Key Responsibilities

· To take responsibility for all areas of data input, output and data integrity within the Academy’s MIS system; including attendance data, reporting, staff details; support of data required by exam officer; Census returns; admissions/leavers, exclusion, timetabling, student details, parent details, assessment records and systems; Special education needs and timetabling.

· To assist the cover supervisor to manage staff cover process within the Academy.

· To maintain assessment records of student progress making sure that all information held is accurate, reliable and highlights poor assessment to the Assistant Principal for Data and Systems.

· To enter target information for students and staff across the Academy.

· To work with the Assistant Principal to provide reports for the Department for Education, Local Authority, Governing Body, Principal, SLT, Staff, Student and parents ensuring well presented, accurate and appropriate information is clearly produced.

· To work with Assistant Principal for Data and Systems and other members of SLT in the setting, recording, communication and maintaining of Key Stage and End of Year targets for students.

· To assist with the Academy’s annual student reporting procedures to ensure that students receive regular, accurate and timely feedback.

· To maintain relevant databases, including personal records of students, using the Academies MIS, in order to ensure that they up to data and fit for purpose.

· To work with the Examinations Officer, Business support team when the need arises in order to meet the needs of relevant teams and individuals in the Academy.

· To ensure integrity of data involved in external and internal exams and to carry out timely data analysis and reports following external and internal exams.

· To assist in the management of casual admissions and leavers procedure, ensuring that he Office Manager liaises with students and collects and stores the relevant information, in order to ensure the smooth running of the process.

· To work with the School Administrators to coordinate systems across the Academy aimed at ensuring that the Principal, Associate Principals, ALT and SLT have access to up to date, accurate information at all times including attendance information, and that the appropriate reports are generated as needed. 

· Create assessment templates across all Key Stages (1 to 5) to meet the assessment criteria of the Academy and to meet the changing national framework.

· Create report templates that reflect the Academy’s priorities to ensure that all stakeholders are communicated to in a timely and effective manner regarding academic progress and other key information.

· Supporting the creation and development of the timetable and maintain and effective timetable throughout the academic year. 

· Support in the option process by creating systems to collect analysis and report on the options process in conjunction with the Curriculum leads. 

· To provide training and support for leaders, teachers and support staff within the Academy on data systems. 

· To develop effective whole Academy systems, such as exclusions procedures, ensuring the School Administrators and the wider team keep accurate records and are efficient.

Person Specification: Data & Systems Coordinator

Qualification Criteria 

· Qualified to degree level and above

· Qualified to work in the UK

Experience

· Experience of working in a similar role in a school environment

Personal characteristics

· Ability to establish good working relationships

· Ability to make effective decisions and use sound judgement 

· Understanding of the importance of confidentiality and discretion

· Self-motivated

· Ability to work under pressure and meet deadlines

· Committed to updating and applying professional skills and knowledge

Specific Skills

· Understanding and knowledge of effective data management strategies

· Excellent IT skills, included advanced expertise in Microsoft Excel

· Good administrative and organisational skills

· Excellent interpersonal and communication skills

· Excellent attention to detail and the ability to work with high degree of accuracy

Ark is committed to safeguarding and promoting the welfare of children and young people in our academies.  In order to meet this responsibility, we follow a rigorous selection process. This process is outlined here, but can be provided in more detail if requested. All successful candidates will be subject to an enhanced Disclosure and Barring Service check.

