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Job Description
JOB TITLE:


Assessment Data Manager

TERMS:
Pay Range 3 (£21,379 - £23,108) depending on experience 

Actual salary £15,927 - £17,215 per annum

                                   
32.5 hours per week, 39 weeks (term time plus INSET) with 5.1  





weeks holiday pay per annum

RESPONSIBLE TO:

Vice Principal (Transition & Academic Monitoring)
PRIMARY PURPOSE:
To manage the Academy’s assessment and tracking databases and provide analytical reports, student data and student reports.
Main Duties
1. To manage assessment data and incorporate this into the SIMS data base, keeping it regularly updated. 
2. To manage and support the processes for student reports, student assessment, progress tracking and student target-setting.

3. To train and support staff in the collection and use of assessment data for administrative purposes and to support teaching and learning.

4. To provide student assessment data and analyses to the SLT, middle leaders and other staff.

5. To maintain a new system that allows the Academy to analyse data using the new progress measures.

6. To liaise with a range of staff to ensure the appropriate and consistent use of SIMS assessment throughout the Academy.
7. To keep up to date with developments and national initiatives in the use of assessment data in schools and to support student learning.

8. To advise the Principal, Senior Leadership Team and Governors on current and future developments in the use of assessment data.

9. To produce interim and full reports to tight deadlines.

10. To ensure forward planning to produce assessment reports and other information to meet requirements of AYL, SLT and Governors.
11. Administration tasks to support the smooth running of the Academy supporting departmental staff with their admin and organisational needs. 
12. To organise annual work cycle to meet the data needs of subject staff.

13. To attend training courses as required by the Principal.

The duties of this post may vary from time to time without changing their general character or level of responsibility.
Conditions of Employment

This Job Description also includes the Conditions of Employment as set out in the Bucks Pay & Conditions of Service document.
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