
SIR JOHN DEANE’S COLLEGE

Job Description for Head of Management Information and Business Intelligence
JOB RATIONALE

As leader of a team of creative and highly enthusiastic professionals you will be fully supported by an experienced Second in Department.

To be responsible for the efficient and effective execution of College business through the maintenance and development of the College MIS systems and data and the leadership of the MIS and Examinations team.  To provide accurate, informative and accessible statistical data analysis to inform College leaders in order to drive quality, raise standards and inform professional development activities.  To oversee web development.
POSTHOLDER REPORTS TO:   DEPUTY PRINCIPAL
KEY RESPONSIBILITIES

1. To effectively lead the MIS and Examinations functions ensuring that the team makes a contribution to College key performance indicators.

2. To supervise the maintenance of the College MIS database to ensure the accuracy, availability and accessibility of all student data required for the effective efficient management of the College both on a day-to-day and strategic basis.
3.
To lead and oversee the College’s data and quality calendar ensuring that data drives the organisation and underpins strategies which support middle and senior leaders to raise standards.

4.
To contribute to the College’s student recruitment strategies to support the College’s strategic plan and recruitment targets. 
5.
To lead the production and distribution of data sheets and management information, to include timetable and student programme details and general student data.

6.
To conduct with the Senior Leadership Team periodic review of the College's data-base and the statistical requirements of College management, with a view to ensuring continuous enhancement of management information.  

7.
To advise the Senior Leadership Team in relation to funding methodology, retention, achievement and success optimisation in order to achieve key performance targets.
8.
To fully support MIS users in College and to ensure that reporting systems are reliable, accessible and fit for purpose.
9.
To oversee the preparation, production and despatch of non-financial statistical returns required by external agencies, currently including ILR returns.

10.
To undertake the preparation, production and dissemination of statistical analyses and custom reports required for the effective administration of the College and the efficient management of the student body, currently including:
· 
forecasting and enrolment

· 
examination process and data
· 
Electronic mail receipt and dispatch of entries and results

· value added data

· analysis of key external data

· course completion rates

· course changes

· College calendar

· attendance statistics

· appointment scheduling
· registers

· student progress

· virtual learning environment
10.
Promote and monitor the professional development across the College ensuring that issues highlighted through data analysis are addressed in a timely and meaningful manner.
11.
To carry out such other duties, as the job develops, as may be reasonably required by the Principal in accordance with the College's flexible approach to the efficient delivery of a quality support service.
12.
To contribute to and maintain a positive, innovative and solution focused culture and ethos which reflects the values of the College and the leadership team.

13.
To be a member of the College’s Leadership Forum and share responsibility for strategic planning and professional leadership development.

14.
To take the lead in processing Freedom of Information requests and to be the College’s Data Protection Officer. Ensuring compliance with Data Protection regulations and making arrangements for the secure storage of confidential records of both past and present staff. To ensure that student records are stored appropriately to secure confidentiality of the personal and any sensitive information. 
The post holder will be expected to undergo such training as may be reasonably required from time to time by the senior team, to participate in whole-College and departmental training events and briefing sessions as appropriate, and to use such equipment and technological aids as are made available to him/her to ensure the timely and accurate execution of his/her duties. 

The post holder will also be expected to assist in ensuring the safety and well being of students including compliance with and promotion of the College’s Safeguarding and Prevent Policies. 
The post-holder will be required to implement, in the execution of all tasks allocated to him/her, such health and safety procedures as are specified by College management, and to seek to achieve such service standards as may be reasonably laid down from time to time by College management. 
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