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 Job DescriptionData Coordinator
Job Description & Person Specification 
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	Job Title:
	Data Coordinator

	
	Reports to:
	AP: Teaching and Learning 

	
	Salary:
	£26,310- £26,838
37 hours per week, 1 FTE




Summary of main purpose of Role 
As the Quality & Data Coordinator at Newcastle Sixth Form College, you will work under the direction of the Assistant Principal: Teaching and Learning to coordinate a range of quality improvement systems and processes to continuously improve standards of teaching and learning, student success rates, and the overall quality of the student experience. You will also be responsible for internal and external data returns in relation to student record systems and ILR as well as support the learner support fund processes at the college. 
You will have a sound knowledge and understanding of effective quality and data systems and processes in a further education context and will provide accurate analysis and scrutiny of internal and external data. 
The successful candidate will ideally demonstrate experience of having developed and implemented systems and processes to improve quality and data assurance within a further education setting. Applications are encouraged from candidates who are confident with MS Office package and are passionate about data analysis. 


Key Responsibilities:

The following are job specific responsibilities for this position
1. To share and contribute to the vision, mission and values of Newcastle Sixth Form College and communicate them effectively through working practices and behaviours.
2. To support quality and data systems and processes to review internal and external KPI’s and effectively coordinate, scrutinise and interpret data across the college recommending actions for improvement where appropriate. 
3. To ensure the consistent implementation of NCG quality assurance and performance improvement systems and processes in line with Newcastle Sixth Form College operational and strategic objectives.
4. To provide the senior and wider college leadership team accurate and relevant student data.
5. To work under the direction of the Assistant Principal: Teaching and Learning to prepare a full range of data sets and quality indicators to enable timely and accurate reporting on quality performance systems and processes. 
6. To validate and compliance check data and evidence in line with external funding guidance within the further education sector as well as utilising internal operating procedures and a range of reporting tools to summarise findings and resolve anomalies. 
7. To assist in the preparation of error free ILR data for submission to external agencies and to generate action data sets used in monitoring and evaluating the accuracy of ILR data using appropriate software. 
8. To liaise with heads of department and coordinate timely and accurate submission of quality data. 
9. To coordinate processes resulting in a compliant college curriculum.
10. To coordinate tracking of internal moderation, standardisation records and external examiner/moderator actions.
11. To be proficient with relevant quality and data systems and be able to assist appropriate managers and staff to use these tools effectively through the delivery of training.
12. To coordinate activities relating to internal surveys and support the collation and analysis of the data. 
13. To coordinate activity relating to both internal and external audits and support the submission, collation and analysis of the data and relevant evidence.
14. To support the college in preparation for external inspections.
15. To lead the value-added data monitoring process, including ALPS data analysis and preparation as required.
16. To research and develop assigned projects as directed.
17. To support relevant colleagues in the effective administration and assessment of new applications for Learner Support Fund (LSF).
18. To co-ordinate and keep accurate records of the LSF provision identified during bursary assessment and ongoing requests throughout the academic year.
19. To input relevant student data onto learner records management system to support outstanding quality of student data. 
20.  To represent NSFC on internal and external data and quality forums and support business services and other college functions as reasonably required. 


Standard responsibilities for all positions in NCG

· Participate in any staff review/performance management processes involving the identifying and meeting of training needs for self and others.
· Take appropriate responsibility to ensure the health and safety of self and others.
· Pursue the achievement and integration of equal opportunities throughout all activities.
· Undertake any other tasks and responsibilities appropriate to the level of this post.
· Comply with all NCG policies and procedures.

NCG is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.


Person Specification 
	
	Essential
	Desirable
	Method of assessment

	Qualifications / Training
	
	

	A degree or significant professional experience.
	
	

	Application form

	Level 2 Maths and English.
	
	
	Application form

	Training in data management systems.
	
	
	Application Form

	Experience 
	

	
Experience of a range of quality and data improvement systems and approaches in an educational setting.

	
	
	Application
Form

	Experience of conducting audits and reporting outcomes.
	
	
	Application Form

	Experience of delivering training.
	

	
	Interview

	Experience of providing information required in preparation for and during an Ofsted inspection.
	
	
	Application Form / Interview

	Experience of data analysis and preparation for ALPS reports.
	
	
	Application Form / Interview

	Experience of creating systems and processes to improve data management in an educational setting.
	
	
	Application Form / 
Interview

	Skills and Knowledge
	
	
	

	Knowledge of student record management systems. 
	
	
	Application form/ Interview

	Knowledge of data submission software.
	
	
	Application form/ Interview

	Knowledge of quality processes and requirements appropriate to an educational setting. 
	
	
	Application/
Interview

	Ability to communicate well in written and oral forms.
	
	
	Application Form / Interview

	Ability to operate in a highly confidential and sensitive environment.
	
	
	Application Form

	Ability to draft reports for a range of audiences.
	
	
	In Tray Exercise

	Ability to use IT to present a range of data sets and highlight trends.
	
	
	In Tray Exercise

	Ability to interrogate data for analysis.
	
	
	In Tray Exercise

	Attributes / Other Requirements
	
	
	

	
Committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. We expect all staff to share this commitment.









Staff will always strive to achieve 1 or 2 during lesson observation to demonstrate excellence in Teaching and Learning

	
	
	
Interview

	Reliable and conscientious approach to work with a commitment to professional development
	
	
	Interview

	Able to obtain a satisfactory DBS clearance.
	

	
	DBS form

	Eligible to work in the UK 
	

	
	Application Form

	Proactive approach to duties and responsibilities
	

	
	Interview
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