JOB DESCRIPTION

	POSITION:      Data Manager               

GRADE:          SO1
SCHOOL:       Highbury Fields School                  

RESPONSIBLE TO:  Headteacher; Support Service Co-ordinator
RESPONSIBLE FOR:     Data Management


	


PURPOSE OF THE POST

· The Data Manager role is central to school monitoring evaluation and improvement.  Targets and curriculum planning are driven by the analysis of data. Budgets devolved from the Department for Children, Schools and Families (DCSF), Local Authority (LA), the Learning Skills Council (LSC) are dependent on the accuracy of the data created and stored by the school.
MAIN RESPONSIBILTIES

1. To be pro-active in all aspects of the use of data to promote student progress.
2. To be responsible for all matters relating to student data and the Management Information system (currently SIMS).
3. To be responsible for all assessment data entry across all key stages. This includes transfer between Years to 6 to 7, 11 to 12, and 12 to 13, as well as students entering and leaving the school during the school year.
4. To plan the data collection and analysis programmes with SLT for the whole school year cycle.
5. To be responsible for the school’s Data Protection Policy and to ensure the school is compliant with freedom of information requests. 

6. To be responsible for the development of the use of Assessment Manager by all staff in support of raising attainment. 

7. To be responsible for the line management of those support staff involved in the input and processing of data relating to raising student attainment.
8. To be responsible for ensuring that robust and efficient processes and systems are in place for secure data capture and analysis.

9. To lead on the completion of the termly school census for pupils and staff, liaising with all relevant staff to complete the relevant sections and to respond to all changes to census requests in a timely, planned and organised manner. 

10. To ensure that all information required is provided in a timely way to support the smooth functioning of the school, for example mark sheets, class lists and student timetables. 
11. To liaise with the examinations officer to ensure that the following functions are effectively carried through:-

11.1 Obtaining KS2 assessment information and CATs results of all students and generating Key Stage targets from them, where relevant and agreed.

11.2 Data analysis of all examination and assessment results

12.
 To implement and administer the annual reports to parents and other students 
13. To complete end of year procedures with respect to SIMS including 
14. To be responsible for guidance to all staff on all SIMS modules and to support training staff in this respect.

15. To be responsible for the setting up of users of SIMS including access rights. 

16. To be responsible for making teaching group changes and the production of class lists in SIMS

17. To liaise with the ICT technical support staff over the appropriateness and timing of upgrades to SIMS. 
18.To be proficient in the use of the SIMS timetabling software in order to provide support to the Timetabling Team over and above the production of class lists in SIMS.

19. Work as a team member and identify opportunities for working with colleagues,   managing their work where appropriate and sharing the development of effective practice with them.
PERFORMANCE STANDARDS    

· At all times to carry out the responsibilities of the post with due regard to the school’s Equal Opportunities policy.   
Additional responsibilities

To undertake such additional responsibilities as may, from time to time, be considered to be reasonable and required by the Headteacher.

Signed ---------------------------------------------------------   Date --------------------------------------------

	PERSON SPECIFICATION




	POSITION: Data Manager 
GRADE:       SO1/SO2               

SCHOOL:   Highbury Fields         


	CRITERIA




You must demonstrate on your application form that you meet the following essential criteria.  

	REQUIREMENTS
	
	ESSENTIAL CRITERIA

	Communication
	
	Good written and oral skills. A team player who has a positive approach to working with others.

	Organization
	
	Excellent organizational skills and time management. The ability to plan and implement systems to maximize the use of SIMS is essential.

	Experience
	 
	Experience of working with SIMS is essential, with experience in using Assessment manager particularly important. Training in other SIMS modules will be available. Other general computing skills should include data input and manipulation (Excel) with experience in word processing and databases required.

	Problem Solving
	 
	The ability to interpret or analyse data and information or situations in order to make a decision or recommendation

	
	 
	 

	
	
	

	
	
	

	Personal Qualities
	
	Good interpersonal skills are essential as this role will bring the appointed person in contact with all staff and students

	
	
	The ability to pro-actively identify actions in line with the role and the strategic development of the school in relation to the use of student data.


