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JOB DESCRIPTION 
 
Job Title: Principal Data and Management Information Systems (MIS) Manager  
 
Salary: Scale 9 £40,221 - £43,421
 
Job type: Full-time, permanent  
 
Reports to: Assistant Principal  
 
 
Main purpose of the job:  
 
· To support the development of, implementation of, and oversee the School’s data systems to support high-quality, timely and effective School-level reporting, providing advice and guidance to school leaders as required.  
· To support the School in its commitment to the continuous improvement through the analysis and evaluation of key metrics, including the School’s strategic performance indicators and external benchmarking data and support School Leaders to risk assess.   
· To use systems and tooling to simplify data and communicate visualisations and insights to key stakeholders.  
· To have oversight of the School’s management information systems, eg SIMS ensuring that these support the efficient operation of the School.   
· To work with relevant colleagues from the Local Authority, Archdiocese and the School. 
 

 
Key accountabilities: 
 
· To ensure smooth mechanisms for collation and coordination of school data in accordance with the
requirement of the Principal and Senior Leadership Team. 
· To provide school data through the appropriate systems as required to include the following:  
 
· Assessment and Progress at all key stages 
· Student Attendance and Punctuality  
· Behaviour, Suspension and Permanent Exclusion 
· Analysis of performance of sub-groups 
· Safeguarding and wellbeing 
· School demographics 
· Use and impact of alternative provision 
· Participation in extra-curricular provision 
· Other performance measures, for example use of supply staff, staff retention etc 
· Internal school monitoring systems
 
· To work collaboratively with School Leaders to track, interpret and disseminate attainment, progress and other key school performance data against agreed targets and recommend next steps as required. 
· With relevant leaders, establish other appropriate quality measures for tracking that support the School’s strategic vision. 
· Support the development of robust, accurate and consistent systems for data collection and analysis; including on-site training.   
· Ensure rapid and intelligent reporting to School leaders and on both routine and bespoke analyses.  
· Have oversight of the completion of relevant statutory school returns, including the school census in collaboration with the Exams and Systems Co-ordinator.  
· Oversee the operation of the School’s management information systems, including the project management of the implementation of any new systems.  
· Work in partnership with the School’s ICT team to ensure that management information systems are functional and secure. 
· Provide support and guidance to Exams Co-ordinator to ensure relevant examination board requirements are met.  
· Remain up to date with changes in the national policy, including changes in DfE performance tables and national headline measures of pupil outcomes across all key stages and advise leaders accordingly.  
· Ensure that data capture systems are GDPR compliant and work with School GDPR leads as appropriate.  
· In conjunction with the Exams and Systems Co-ordinator, provide support and guidance to colleagues in the maintenance and where relevant production of the school timetable. 
· Provide support to data, MIS and exams colleagues across the School.  
 
Other duties: 
  
· Reporting to the Principal and Governors as required on performance across areas of responsibility including analysis and commentary of KPIs and reporting against strategic plan targets.  
· Liaise with Ofsted, DfE, and other agencies as required.  
· Work collaboratively with all other service areas, as appropriate.  
· To attend local, regional and national events as required.   
· Be responsive to the needs of the school and undertake specific tasks at the direction of the Principal. 
· Be aware of and comply with policies relating to child protection, health and safety, security, confidentiality and data protection, reporting concerns as appropriate

· Be aware of and support difference to help ensure everyone else has equal access to the facilities and feels valued, respecting their social, cultural, linguistic, religious and ethnic background

Note: To undertake any other duties and responsibilities as may be assigned from time to time which are commensurate with the grade of the post

This Job Description is not intended to be either prescriptive of exhaustive: it is issued as a framework to outline the main areas of responsibility

The School will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date below but will be reviewed on an annual basis and following consultation with you may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.





PERSON SPECIFICATION
 
Job Title: Principal Data and MIS Manager  
 
 
	Qualifications and training 
	Essential 
	Desirable 

	A degree or equivalent qualification in a relevant discipline  
	 
	/ 

	Willingness to complete further accreditations / qualifications appropriate to the post  
	/ 
	 

	Evidence of professional development in a relevant discipline / skill area to the post 
	/
	 


 
	Experience 
	Essential 
	Desirable 

	Experience of leading the data system within a school or similar setting 
	 
	/ 

	Experience of analysing and evaluating data to inform interventions and improve performance  
	/
	 

	Experience in the use of the SIMS Management Information System  
	/
	 

	Experienced in overseeing the operation of key management information systems 
	/
	 

	Experience of custom report writing 
	/
	 

	Experience of line managing colleagues, supporting their professional development and coordinating their work as necessary. 
	
	/ 

	Experience of taking a strategic lead in data management projects 
	 
	/ 

	Extensive experience of identifying and implementing data capture systems in a complex reporting environment 
	/
	 

	Experience of deploying measures to ensure data is of a high integrity  
	/
	 

	Experience of working with a wide range of stakeholders to establish new performance measures and agree mechanisms for recording the 
	/ 
	 

	Experience of analysing educational performance data to highlight trends and comparisons with national and local benchmarks. 
	/ 
	 

	Understanding of database structures and ability to manipulate large data sets 
	/ 
	 

	Experience of working in a fast paced environment and providing the flexibility to deliver to demanding deadlines 
	/ 
	 

	Experience of successfully leading a team 
	/ 
	 


 
 
	Abilities, skills and knowledge 
	Essential 
	Desirable 

	Good knowledge MIS systems such as SIMS and relevant SIMS modules
	/
	

	Familiar with Microsoft 365 to support effective use and presentation of data via various Apps i.e. Power Bi, SharePoint etc or willing to skill up in this area
	
	/

	Ability to clearly and directly present findings, conclusions and other information 
	/
	 

	Ability to produce a range of data reports and presentations to a high standard for a variety of audiences such as school-based staff, SLT, and local governing boards.  
	/ 
	 

	Excellent attention to detail, including data verification checks 
	/
	 

	Ability to liaise with providers and partners to interpret the needs of the School 
	/
	 

	Ability to apply creativity and innovation when developing reporting strategies 
	/
	 

	Knowledge of GDPR legislation and the ability to ensure GDPR compliance 
	 
	/ 

	Ability to communicate effectively with a range of staff who may not be familiar with the performance indicators and data within the strategy 
	/
	 

	Ability to apply a solution-based approach 
	/
	 


 
 
	Personal qualities 
	Essential 
	Desirable 

	A flexible approach to work to meet the demands of a secondary school 
	/
	 

	Adaptability to changing circumstances/new ideas 
	/ 
	 

	Ability to inspire confidence in staff, students, parents and others 
	/
	 

	Determination to succeed and the highest possible expectations of self and others 
	/
	 

	Resilience and perspective 
	/ 
	 

	Reliability and integrity 
	/
	 


 
	Special requirements 
	Essential 
	Desirable 

	Satisfactory enhanced DBS certificate 
	/ 
	 

	Medical clearance 
	/
	 

	2 satisfactory references 
	/ 
	 

	
	
	


 
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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