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	Post Details
	Last Updated:    January 2019

	Department:
	MIS

	Job Title:
	MIS Data & Assessment Officer

	Salary:
	Grade 5
	35 hours per week, term time only + 2 weeks exc. 5 Inset days.

	Responsible to:
	Exams & Data Manager

	Job Purpose Statement 

The MIS Data & Assessment Officer to work closely with the Exams & Data Manager in our continued drive to improve standards within the school, primarily within data assessment and reporting. In particular;

· maintaining the pupil records

· assessment and reporting systems

· producing pupil data and reports 

· internal and external examination process

· providing support to staff in using the MIS software

Job descriptions are subject to annual review and specific responsibilities may change to take account of the school improvement plan and staff professional development.  

All staff should promote the school ethos, and health and safety, and contribute to continuous school improvement.

To contribute to the wellbeing and development of the school by teaching, inspiring, guiding and caring for students inside and outside the classroom.  To ensure that all students make outstanding progress and achieve targets and fully implementing policies and procedures.



	
This job purpose reflects the core activities of the post. As the School and the post-holder develop, there will inevitably be some changes to the duties for which the post is responsible, and possibly to the emphasis of the post itself. The School expects that the post-holder will recognise this and will adopt a flexible approach to work. This could include undertaking relevant training where necessary.

The post holder will not be a key holder to the safe and as we are a cashless school and handle a limited amount of cash. 

Should significant changes to the job purpose become necessary, the post-holder will be consulted and the changes reflected in a revised job purpose.



	Qualifications
	Essential/
Desirable

	Relevant experience within a school environment.
	D

	Good general education with at least 5 GCSE or Level 2 qualifications, including English and Mathematics at grade C or above.
	E

	Professional Knowledge and Understanding
	Essential/

Desirable

	To understand the need to form and maintain appropriate relationships and personal boundaries with children and young people, and in safeguarding and promoting their welfare.
	E

	Experience
	Essential/

Desirable

	Experience of working with SIMS with some experience of Assessment Manager would be an advantage. (full training will be given).
	D

	Leadership and Management Skills
	Essential/

Desirable

	Excellent time management and organisational skills.
	E

	Excellent interpersonal, presentation and communication skills, both written and spoken.
	D

	Ability to contribute to wider school administration and initiatives.
	D

	Communicating & Influencing
	Essential/

Desirable

	Excellent written and verbal communication skills.
	D

	Ability to maintain good working relationships with colleagues
	D

	Other skills & Behaviours
	Essential/

Desirable

	Ability to stay calm and work under pressure.
	E

	IT Literate, fully familiar with Word and Excel.
	E

	To be reliable and organised in your approach to work.
	E

	To be able to prioritise workload.
	E

	Ability to show attention to detail and to work without direct supervision.
	E

	Excellent attendance and punctuality record. 
	E

	Excellent organisational skills with the ability to manage the demands of colleagues.
	E

	Ability to work flexibly and adapt to different projects and demands.
	E

	Professional working ethic and commitment to raising standards in all areas of responsibility.
	E

	Proven experience of working successfully within a team environment.
	D

	Safeguarding Children
	Essential/

Desirable

	Committed to safeguarding and promoting the welfare of children and young people.


	E

	Equality
	Essential/

Desirable

	•
The ability to ensure that there is equality of access to educational attainment 

•
All aspects of equality are adhered to
	E



	Personal and Professional Qualities & Attributes
	Essential/Desirable

	· Inspire, challenge, motivate and empower the school community to carry forward a shared vision.
	D

	Organisational Information
	
	
	
	

	All staff are expected to:

Positively support equality of opportunity and equity of treatment to colleagues and students in accordance with the Schools Equal Opportunities Policy.

Help maintain a safe working environment by:

· Attending training in Health and Safety requirements as necessary, both on appointment and as changes in duties and techniques demand.

· Following local codes of safe working practices and the school’s Health and Safety Policy.

Undertake such other duties within the scope of the post as may be requested by your Manager.



	






	Main Responsibilities/Activities:

	This document is not designed to be a list of all tasks undertaken but an outline record of the main responsibilities and should be read in conjunction with the accompanying Job Purpose. 

More specifically the post holder will be expected to:



	SPECIFIC RESPONSIBILITIES

To support in all areas of MIS such as:

· Assist in the maintenance of SIMS and pupil records.

· Assist in third party reporting such as ALPS.

· Lead in the production and distribution of pupil reports within deadlines. General administration relating to the Pupil Report: 

· Updating mark- sheets & individual reports; 

· Updating and maintaining assessment features within SIMS; 

· Formatting and sorting Pupil Report grades; 

· Maintaining other custom mark-sheets relating to Pupil Reports; 

· Maintaining averaging formulae on tracking sheets; 

· Setting up new templates; 

· Supporting pupil report printing and collating; 

· Assist in the completion of the schools statutory returns and third party requests for information.

· Assist with in year timetable amendments. 

· To maintain a good general knowledge of the schools systems in order to carry out duties effectively.

· To maintain strict confidentiality with all work, with due regard to data protection.

· To work in accordance with the School policies and procedures. 

To support in all areas of the Exams such as:

· Provide support to the Examination Officer in peak periods as required.

· To undertake exam invigilation as required.

· Provide support to the MIS team, including cover, as required.

· To deputise for the MIS Manager in their absence. 

· To undergo any training required in order to perform duties effectively

To support in all areas of the Data such as:

· Lead in the administration of timely and accurate data collections from teaching staff and helping to ensure all collections are completed within predetermined timescales. Following up on any missing data or anomalies with HoDs and teaching staff.

GENERAL/WHOLE SCHOOL RESPONSIBILITIES

· To receive all visitors in a courteous manner and direct them as appropriate and in compliance with the schools code of practice and ethos.

· To present the school in a positive manner at all times

· To carry out any other duties in line with the level of responsibility of the post at the direction of the Finance Manager or Business Manager.

All the above duties and responsibilities to be carried out in accordance with the Royal Borough of Greenwich’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety. Any other duties and responsibilities appropriate to the grade and role.
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Exams & Data Manager





SLT





MIS Cover & Exams Assistant
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