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Job Description

Post Title:			Data Manager

Pay Scale:			Point 28

Responsible to:		Designated member of SLT

Hours of work:		37 hours per week (Full Time)

Main Purpose of the Post:

The post holder will be expected to work within the schools’ policies and procedures.

Organising and controlling the School’s data systems and procedures, advising the Senior Leadership Team, Head of School and Governing Body.  The postholder will be expected to attend meetings as required by the School which will require the ability to be flexible outside their substantive hours.

The main roles will include:

· Responsible for the School’s data and associated budgets.
· Delivery of the School’s management information systems.
· Management of the comprehensive examination programme incorporating both internal and external examinations.
· Overseeing the arrangements for teaching staff cover.
· Manage the detailed input and development of curriculum timetabling.
· Overseeing the distribution of group lists/staff timetables or any other relevant documentation required.
· Oversee the collection and processing OPTIONS Data in Year 9 and Year 11.
· Assist the Senior Leadership Team link in modelling the curriculum plan, blocking the timetable and scheduling classes and staff.
· Development of various required tracking systems.
· Management of the computer programmes and their inter-relationship to maximise efficiency.
· Introduction of new systems where necessary to ensure all areas of work are covered by efficient computerisation.
· Manage and produce information to support the Governors, Management and academic staff as required.
· Development of assessment data systems to enable simple access to suitable and robust data by a variety of audiences (Class teachers, SLT, HOH, Subject Leaders) at key times throughout the year.
· Oversee the practical delivery of student reports to parents either manually or electronically through online reporting.
· Present assessment and key school data to a variety of internal and external audiences to enable effective school self-evaluation.
· Direct Line Management and performance management of the systems information team, identifying and delivering training as required.
· Work with the Administration Manager to ensure the co-ordination of arrangements for school/home transport.
· Support the appropriate member of SLT to ensure the systems, data and reports appropriate support student attendance and behaviour systems.
· [bookmark: _GoBack]Analysing data, addressing errors and problems quickly, providing clear information about the impact of any error and projected timescales for resolution, liaising with other staff (e.g. IT) where appropriate.
· Establish and maintain policies and procedures to ensure the safety and security of electronically stored information.
· Ensure compliance of the Data Protection Act.
· Oversee the development of the link with other schools in order to share practices and solve problems together.
· To undertake any other duties at the request of the Head of School appropriate to the remit.


General

This job description is not intended to be a complete list of duties and responsibilities, but indicates the major requirements of the post.  It may be amended at any future time, to take account of the developing needs of the service.  The postholder will undertake any other duties at the request of the Head of School appropriate to the remit.

The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility.

The Health and Safety at Work etc Act, 1974 and other associated legislation places responsibilities for Health and Safety on all employees.  Therefore it is the postholder’s responsibility to take reasonable care for Health and Safety and Welfare of him/herself and other employees in accordance with legislation.

The above duties may involve having access to information of a confidential nature which may be covered by the Data Protection Act, and by Part 1 of Schedule 12A to the Local Government Act, 1972.  Confidentiality must be maintained at all times.

Driffield School is committed to safeguarding and promoting the welfare of children and young people.  Clearance from the Disclosure and Barring Service is required prior to appointment.




Name:  ________________________________________


Signed:  _______________________________________


Date: __________________________________________
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