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JOB DESCRIPTION

Job Title: SIMS and Data Manager
Grade: Support Grade F
Reports to: Assistant Headteacher – Director of Student Progression 
Line management responsibility: Exams and data staff
Main purpose of the job: The management of the school’s management information systems (SIMS and Go4Schools); The administration of collection, collation, processing, distribution and analysis of school data. Ensure that SIMS and Go4Schools are set up correctly to function as the administration engines of the school. To manage the data and data systems that are utilised by the school. Provide efficient and effective organisation of the school’s assessment, reporting, recording and tracking systems.
Key duties and responsibilities
Management of all aspects of school Management Information Systems
· Develop the use of SIMS and Go4Schools 

· Support staff in their day-to-day use of school MIS systems.

· Oversight of communication modules (InTouch, SIMS Parent Apps, etc) and the publication of data to those.

· Support and improve the use of SIMS and Go4Schools by staff generally.

Management of course information

· Provide technical support to the school’s timetabling team – specifically in managing the courses within SIMS.

· Ensure the smooth transfer of data between timetabling software – Assessment Manager and Exams Manager.
· Ensure and manage the smooth transition from one academic year to the next within all relevant sections of SIMS.
Assessment and Data tracking responsibilities

· Create and maintain the assessment database and ensure that assessment data held on students is accurate and complete.
· Analyse the data held and produce reports on progress, effort and behaviour on individual students and cohorts of students at times set out in the assessment calendar.

· Set up and manage systems for tracking the progress of students at each key stage.
· Manage the production of annual reports and interim reports to parents on the progress of all the students in the school.

· Liaison with suppliers for the procurement of internal test packages and the Exams Manager for scheduling and running the tests.
· Provide base data for external projects and providers, including CATs, NGRT Reading Tests, etc.
· To produce all student targets and disseminate to all staff and students.
· Ensure the Year 7 intake’s Key Stage 2 data is complete and accurate and imported to the system

· Establish and maintain Go4Schools datasets and user permissions for analysis.
· To export data for various uses to respond to staff requests such as SEN/Pupil Premium data.
· To lead on the production of summer examination results and regular results analysis.
External reports

· Manage and produce reports and information to parents.
· Produce summary reports for Trustees and Governing Board.
· Analyse and check data from national sources such as IDSR, ASP, DfE checking exercise, etc. and manage user accounts and access these services.
Other responsibilities

· Be flexible and respond promptly to undertake all reasonable requests for information (including Ofsted data requests).

· Ensure all duties and responsibilities are discharged in accordance with the school’s health and safety at work policy.
· Participate in the school’s performance management scheme, ensuring that performance standards and targets are set and met within the agreed timescale.
· Liaise with designated SLT members responsible for examinations, curriculum and assessment.
The above duties are not exhaustive and the post holder may be required to undertake tasks, roles and responsibilities as may be reasonably assigned to them by the Leadership Team. 

This job description will be kept under review and may be amended via consultation with the individual, Governing Body and/or Leadership Team as required. Trade union representation will be welcomed in any such discussions.               
PERSON SPECIFICATION

Job Title: SIMS and Data Manager
	Qualifications and training
	Essential
	Desirable

	GCSE or equivalent in English and Maths.
	
	

	Working at or towards a national occupational standard in Business Admin and have the skills and knowledge equivalent to NVQ Level 4.
	
	


	Experience, knowledge and skills
	Essential
	Desirable

	Excellent ICT skills including Microsoft PowerPoint, Excel, Word and Outlook
	
	

	Experience of working to deadlines and undertake analysis.
	
	

	Knowledge and understanding of GPDR.
	
	

	Excellent planning and organisation skills
	
	

	Experience using SIMS.
	
	

	Problem solving and analytical skills
	
	

	Knowledge and understanding of safeguarding.
	
	

	Knowledge of school data analysis such as Progress 8.
	
	

	Prior experience in similar role.
	
	

	Experience of successfully leading, supervising or managing people.
	
	

	The ability to lead and work as part of a team.
	
	

	The ability to work independently and make sound decisions.
	
	

	Lead, train and motivate team of staff.
	
	

	Ability to establish positive working relationships with staff, visitors and outside agencies.
	
	

	Highly developed interpersonal and communication skills.
	
	

	Ability to handle difficult situations with sensitivity, confidentiality and discretion at all times.
	
	

	Ability to keep calm under pressure.
	
	

	Excellent oral and written communication skills.
	
	

	Previous experience of working within an educational setting.
	
	

	Ability to record information and produce reports
	
	

	Ability to prioritise and work on own initiative to successfully complete a range of tasks, targets and deadlines
	
	

	Experience of working in a busy environment working to tight deadlines
	
	

	Experience of delivering to deadlines and achieving set targets to a high standard
	
	


	Personal attributes
	Essential
	Desirable

	A relentless drive for excellence. 
	
	

	Excellent record of attendance and punctuality.
	
	

	Responsibility for own professional development and be willing to partake in further development.
	
	

	A team player with energy, commitment, enthusiasm and resilience.
	
	

	A commitment to equality and diversity policies.
	
	

	A commitment to Health and Safety.
	
	

	A commitment to child protection and safeguarding.
	
	

	An understanding of child protection and safeguarding.
	
	


	Special requirements
	Essential
	Desirable

	Satisfactory enhanced DBS certificate, with a children’s barred list check.
	
	

	Medical clearance.
	
	

	2 satisfactory references.
	
	

	Full UK driving license and access to a car during working hours.
	
	


The school is committed to safer recruitment practice and pre-employment checks will be undertaken before any appointment is confirmed.  This post is subject to an enhanced disclosure from the Disclosure and Barring Service (DBS). The school is committed to safeguarding and promoting the welfare of children and young people and it expects staff and volunteers to share this commitment.
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