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JOB DESCRIPTION
Post Title:

Assistant MIS Manager 
Purpose:


To assist the MIS Manager in the development and management of the College Management Information Services systems and data in support of the efficient and effective execution of College business.  

To provide accurate, informative, and accessible statistical data to inform College leaders in order to improve quality and raise standards. 
Responsible to:

The Vice Principal (Staffing and Resources), through the MIS & Examinations Manager 
Liaising with:

Relevant staff with cross college responsibilities, e.g. Senior Leadership Team, College Management Team, Heads of Department, Learning Support Manager, Examinations Officer, Admissions Officer, Attendance Officer and Support Staff Managers. 
Working Time:

8.30 a.m. to 4.30 p.m. Monday to Friday full-time full year

Grade:


23 – 26 (£37,385 - £40,287 per annum) - SFCA Support Staff Salary Spine

(Additional allowances available for highly experienced candidates)
Main Duties and Responsibilities:
· To support the maintenance and integrity of the College database to ensure the accuracy and availability of all student and staff data required for the efficient management of the College on a day-to-day basis.

· To support the production of accurate and timely funding data and other reporting requirements to the relevant funding agency.
· To provide statistical interpretations of learner numbers to inform management decision making.

· To assist the implementation of the College’s data and quality calendar, ensuring that data drives the organisation and underpins strategies which support leaders to raise standards. 
· To assist in the production, validation, checking and submissions of the ILR. 
· To support and lead aspects of the timetabling process to maximise room utilisation, ensure the efficient use of IT resources and ensure a balanced final timetable.
· To develop the MIS provision to include the effective deployment of staff and physical resources.
· To develop new systems to respond to the changing needs of the College.

· To develop reporting procedures to the College Quality Assurance systems in conjunction with the Vice Principal (Curriculum & Quality).
· To carry out specific audit controls throughout the year to ensure accuracy of key student and funding information. 
· To contribute to staff training in the areas of MIS and Quality Assurance reporting systems.

· To implement appropriate personal, technical and organisational measures to ensure that data processing is performed in accordance with the GDPR, and review and update these measures where necessary.

· To produce documentary contributions to Quality Assurance reports and guidance manuals etc. to meet all internal and external requirements.

· To liaise with Heads of Departments and Divisional Leaders to manage timetable production and student enrolment, ensuring new files are created each year and appropriate information is available at the start of and throughout the academic year

· To liaise with Careers staff to enable the collection of and production of Student Destinations data.

· To support the data requirements of examinations, attendance and admissions teams.

· To ensure via an appropriate system of controls that data is held securely in accordance with the College’s Data Protection Policy.

· To support the MIS and Examinations Manager in preparation for inspection.

· To participate in cross-college projects as required.

· To maintain and create registers via timetabling.

· To support the admissions department by import of applications and report generation.

· To support the Attendance Officer and Examinations Officer as required.

· To be aware of and comply with the College’s policies and procedures.

· To be aware of equal opportunities and to demonstrate these principles in all aspects of work.

· To understand the College’s Safeguarding and Health & Safety policies and to work within their guidelines.

Staffing
Deployment of Staff

· To contribute to the recruitment and development of staff employed in the Management Information Services team.
· To work as part of a team and ensure effective working relations.

· To undertake annual performance reviews.

Staff Development

· To take part in staff development as appropriate.

· To contribute to staff development of others.

· To contribute to the induction of new staff as appropriate

Quality Assurance
· To ensure the effective operation of quality assurance systems.

· To assist with the implementation of College quality procedures, especially through contribution to the self-assessment process.
Communications

· To attend meetings in accordance with the College meeting schedule.
· To promote and maintain good working relationships with staff, students, parents and visitors from outside agencies.

· To organise and/or place information on the College website and intranet in respect of your areas of responsibility.

Marketing and Liaison
· To contribute to the College liaison and marketing activities.

· To link with external agencies as appropriate.

Management of Resources
· To contribute to the maintenance of an attractive working environment in your area.
· To ensure that all activities within the area of responsibility follow College policies and procedures e.g. Health & Safety, Equality & Diversity.
Other
· To support the aims and objectives of the College.

· To attend meetings as appropriate.

· To assist in the organisation of College events.

· To undertake any other duties the Principal or his designated alternate may reasonably direct from time to time within the context of the St John Rigby College contract.

· This Job Description is subject to periodic review and amendment.
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