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The Becket School is part of Our Lady of Lourdes Catholic Multi-Academy Trust
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Job Description





	Job Title:
	Data Administrator

	

	Salary:
	[bookmark: _GoBack]Band 3 - £18,319 - £19,819 pro rata 

	

	Hours of Work:
	37 Hours per week, term time plus 1 week (to cover Exam Results days in August)

	

	Post Objective:
	To be responsible for the provision of accurate student and assessment data and working alongside the Assistant Head Teacher responsible for data, ensure data is effectively used across all areas of the school to drive performance improvements.

	

	Accountable to:
	The Examinations Leader  

	

	Duties, Responsibilities and Key Tasks:

	· To be responsible for the provision of accurate student data, ensuring this is collaborated, formatted and analysed effectively
· Provide concise, timely and accurate reports for the Senior Leadership Team.
· Provide easy to use worksheets for staff and highlighting to staff areas of possible development to raise achievement.
· To be the lead contact for all staff with any data related queries or concerns, and to be responsible for providing an induction to data for new staff as required.
· To facilitate the student data collection process through Go4schools. 
· Responsible for the provision of regular data to parents and carers, ensuring this is accurate, up to date and easy to understand.
· Report performance figures to staff, the LA and other Government Agencies where appropriate.
· To utilise and be aware of all new developments for data analysis from the Local Authority, DfE and Data Manager forums using online tools such as the performance portal, FFT and ALIS to achieve best practice.
· Work with the Assistant Head Teacher responsible for Data to regularly review and seek improvements to the existing data systems, procedures and working practices.
· Perform any task or duty under the reasonable direction of the Head Teacher 

	

	The responsibilities of the post may be reviewed and modified in the light of the needs of the school. Any changes of a permanent nature will be incorporated into the job description and will therefore be the subject of negotiation with the post holder.
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