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JOB DESCRIPTION: DATA & ASSESSMENT MANAGER






This job description and United Learning’s Employment Policies, terms and conditions for Support Staff (“the Employment Policies”) set out the terms upon which you will be employed by United Learning at Midhurst Rother College (MRC).   

MRC is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

This job description may be amended at any time following discussion between the Principal and member of staff, and will be reviewed annually as part of the performance management process.


SALARY RANGE: 		Scale £32,000- £34,000

RESPONSIBLE TO:		Vice Principal

REPORTING TO:		Vice Principal

HOURS:				Full time


PURPOSE

The Data and Assessment Manager is responsible for the effective and efficient running of the data team and will have or gain sufficient knowledge to be able to support and oversee the running of the exams office and SIMS role in the event of absent colleagues. The Data and Assessment Manager is also responsible for the development of the college’s approach to data so that it provides timely and accurate information to help raise standards.  To be accountable for the quality of data systems within the school and for the quality of data prepared for a range of stakeholders including senior leaders, Governors and parents.

Principal Accountabilities

Leading the team:

a) To lead the development of the data, exams and SIMS team
b) Training and continued professional development for the team
c) Prioritising work tasks to meet deadlines as per the assessment calendar


Data and assessment:

d) To lead the development of the data systems across the college so that data is up to date, accurate, accessible and well presented for a range of stakeholders
e) To be accountable for the data provided to a range of stakeholders making sure that data systems are maintained and that data is presented to meet stakeholder needs
f) To maintain external systems/supplies used to support the data and assessment process (ALPS, 4Matrix, GL assessment, MidYis, FFT aspire, DfE secure website, Group data returns,) 
g) Setting the assessment, reporting and recording calendar (ARR)
h) To maximise the functionality of the college’s MIS to ensure the easy capture of data and so to reduce workload and enable the college to be compliant with various workforce agreements
i) To provide timely data that enables governors, managers, teachers and other key staff in the college and United Learning to accurately evaluate performance, set targets and monitor the impact of planned changes
j) Liaising with SLT and Subject Leaders to maintain accurate course information and subject tracking
k) Training staff as appropriate to support data entry and use of 4matrix & Aspire
l) To manage the college’s commitments for the reporting of data to United Learning, the Department for Education and other agencies making sure that our commitments are met and that data transferred is accurate and reliable
m) To maintain group standards for assessments, provide data for the Termly-Reports, mid-year and end of year testing 
n) To monitor the use of data in the college including collecting feedback from users and evaluate both the provision and its quality and use these findings to create action plans for continuous improvement. To be responsible for the implementation of these plans

Target setting:
[bookmark: _GoBack]
o) Determine student aspirational targets based on student prior attainment & FFT benchmarks
p) Load targets to SIMS assessment Manager to produce student reports showing the targets that have been set
q) Providing target setting data on an individual and cohort basis
r) Liaise with subject leaders and faculty leaders over targets set
s) Maintain amendments to student targets during the year
t) To oversee the processing of exam results and assessment data, including work during the summer holidays to produce accurate student performance information ready for the beginning of the Autumn term

Exams:

u) To prepare the results days schedules, download and process the results and provide MRC results statements
v) To create and make available all College level results data, KS4, KS5 reports, and transfer the data to 4Matrix and ALPs 
w) Produce a summary report showing progress against school targets in each year group
x) Provide an analysis of department progress against target in each year group
y) Provide an analysis of progress for AEN, Scholars and other inclusion group
z) Submit all required UL returns by the required deadlines

GDPR compliance:

a) To maintain and develop the college’s GDPR processes
b) As the data lead for UL, to work with senior leaders to ensure compliance with data expectations
c) To work with UL Data Controller to implement and maintain UL policies
d) To maintain MRC data processing activities register
e) To train and brief staff 
f) To deal with all ‘subject access requests and data breaches
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