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ALTRINCHAM COLLEGE
Job title:

DATA and COMMUNICATIONS MANAGER
Job Purpose:

To be responsible for leading the effective co-ordination and 



administration of the school’s data management and assessment 



services. This includes overseeing, maintaining and developing the 



school’s use of strategic and operational data including assessment, 



recording, and reporting systems and support with the school census. 

Accountable to:
Deputy/Assistant Headteacher

Hours of work: 
36.25 hours per week (FULL TIME) 
Term Time plus 2 weeks
Scale: 

NJC Band 8 Points 30-32
Duties and Responsibilities:
Altrincham College is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

To act as the information systems manager for SIMS and other pupil-based systems, such as SIMs, SISRA, FFT, Ready Reckoner and ClassCharts MidYIS. 

Oversee, maintain and develop the school’s use of strategic and operational data including assessment, recording and reporting systems and support with the school census. 

To be confident with and to be able to communicate effectively about information including; Key Stage 2 data, Statutory Reporting, Target Setting, FFT Aspire, SIMS Assessment Manager, SISRA and other systems. 

To ensure that quality, up to date statistical information reports are available relating to all aspects of learner progress. In particular, exam results analysis, the monitoring of achievement data and the reporting of this information to support senior leaders in raising standards of performance. 

To promote and develop the use of data management across the school. 

To develop and maintain the use of SISRA and SIMS Assessment Manager as a data analysis tool for pupil improvement across the school. 

To provide accurate information to support teachers, middle and senior leaders in raising standards of performance.

To line manage the Exams Officer, ensuring the highest quality support around exam entries, actual and mock examination arrangements and cover administration.
Data Management at KS3, KS4 and KS5:
· To contribute to the development of data management across the school by monitoring and improving processes and procedures. Managing the provision and use of data, coordinating all aspects of data entry so that the school is equipped with accurate and timely information to improve standards of performance. 

· Use data to review and analyse key trends and priorities to provide comprehensive verbal and written reports/analysis to assist the Senior Leadership Team in all aspects of assessment, recording and reporting. 

· To use a range of data sets and software to inform and facilitate effective and robust target setting, e.g. KS2 LA data, MidYIS, FFT Aspire, SIMS Assessment Manager. Ensuring the provision of an accurate and comprehensive set of base data for all students. 

· To provide appropriate and timely data to Senior and Middle Leaders to allow for precise target setting, assessment and reporting. Including analysis of examination results, internal and external performance data, producing target setting information and examination performance reports for stakeholders. 

· To maximize the use of technology in order to ensure data is up to date, accurate and accessible. 

· To provide appropriate staff training and support for teaching and support staff in the use of software and interpreting data, to maximize its use and increase efficiency. 

· To manage and be accountable for the effective use of Sims Assessment including the design, creation and maintenance of SIMS Marksheets to aid the reporting, tracking and monitoring of student attainment and progress. 

· To maintain, develop and operate an annual programme of school performance data collection, analysis and reporting, including analysis of different groups; ensuring the integrity of data collected. 

· To oversee and manage pupil tracking distributing lists as appropriate. Ensuring that details of Pupil Premium, Free School Meals, Special Education Needs, and Prior Attainment Bands etc. are included. 

· To play a key role in supporting teaching staff to develop data handling skills that translates analysis into classroom impact on achievement and progress. 

· To increase staff awareness of how software packages e.g. SIMS and SISRA can be utilised fully to track student performance. Providing appropriate staff training and support for teaching and support staff in the use of software and interpreting data, to maximize its use and increase efficiency. 

· To provide whole staff, small group and/or 1:1 training on the use of SISRA and SIMS software packages as required. Including the creation of help documentation where appropriate. 

· To ensure that interim and final assessment data is coordinated and analysed at regular intervals, specifically following each assessment point and summer external examinations. 

· To develop, monitor and maintain the school reporting system and procedures. Working with the Senior Leadership Team in setting clear and workable deadlines for data collection. 

· To act as a data consultant to Middle Leaders and the Senior Leadership Team providing them with assessment and DfE Governance data that enables them to make strategic decisions regarding pupil pathways and academic performance. 

· To ensure that all DfE and LA checking exercises in relation to performance data are completed accurately and on time. 

· To gain a comprehensive understanding of the complex relationships between classes, courses and examination awards to enable effective contribution to the checking of QAN and discount codes. Maintaining the school repository for such information and submitting appropriate data in order to challenge where necessary. 

· To manage and maintain the Course Manager module within SIMS, ensuring QAN codes, award membership and supervisor permission levels are accurately recorded. This module is an integral part of SIMS, drawing together the functionality of Timetabling, Exams Organiser, School Census, and Assessment Manager. 

· To oversee the work of the Examinations Officer, ensuring the accurate collation of examination results on Results Day(s) and its subsequent feed into existing and any new school systems.
Post 16 

· To maintain key documents such as L3VA and the DfE Ready Reckoner for Head of 6th Form along with other KS5 specific records.

· To ensure accurate recording of KS5 Programmes of Study, including changes and transfers throughout the academic year.

· To enable the production of the post 16 element of the school census, to ensure its accuracy and timely completion. 

Administrator Duties 

· To manage and maintain the following School Systems in the capacity of administrator: Sims, SISRA, FFT Aspire, MidYIS, ClassCharts ensuring staff and student access as appropriate. 

· To manage staff access levels within Course Manager for SIMS mark sheets and to regularly import/update the DfE QAN Catalogue and other Schools ICT patches as required. 

· To ensure that student, teaching and support staff records are maintained through effective management of the IMS database, acting as the primary contact with IMS support providers.
· To act as the first point of contact for the above systems in terms of trouble shooting, training, maintaining user accounts, deactivation of accounts for school leavers. 

· To liaise as required with the IT Network Manager regarding technical aspects of the school assessment systems; such as SIMS Staff User account permissions and System upgrades and Patches. 

Pupil Transitions 

· To access and upload data for new Year 7 pupils. 

· To create marksheets allowing teaching staff access to new Year 7 data.

Data Protection 

· To support the Headteacher’s PA in ensuring the school meets its legal Data Protection responsibilities. 

General Duties
· To represent Altrincham College at various meetings as required.

· To attend meetings of the Senior Leadership Team and other meetings as required. 

Communication 

· To be responsible for the production, and generating of Pupil Reports including publishing to parent portal and other performance information to parents/carers. 

· To develop and maintain effective methods of communication with the Headteacher, Senior Leadership Team and other staff, pupils, parents, governors, external agencies and the wider community. To liaise with all relevant staff from the Local Authority and other stakeholders. 

System Improvements 

· To continually aim to improve systems and provision, being at the forefront of national developments. 

· To recommend the use of appropriate IT packages and systems in relation to the management of pupil, staff and assessment data, arranging suitable trails of such. 

General 

· To undertake such other duties as required. 

· To cooperate with the employer on all issues in relation to Health, Safety and Welfare 

· In conjunction with the line manager, to take responsibility for personal professional development. 

· To undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available. 

· To maintain a professional portfolio of evidence to support the Performance Management process as required, evaluating and improving own practice. 

Other Professional Responsibilities 

· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

· Employees will be expected to comply with any reasonable request from the Headteacher or line manager to undertake work of a similar level that is not specified in this job description. 

Review:

This job description is not necessarily a comprehensive definition.  It will be reviewed annually and when appropriate.  It may be subject to change or modification at any time after consultation. 

PERSON SPECIFICATION
JOB TITLE:  DATA MANAGER
	MINIMUM ESSENTIAL REQUIREMENTS
	METHOD OF ASSESSMENT *

	1.  Qualifications/Training etc.

	Educated to A Level/ Level 3 Qualification or equivalent
Good Literacy and numeracy skills – qualifications to at least GCSE/Level 2GCSE 
	A/C/I
A/C/I

	2.  Experience

	Experience of compiling, collating statistical and performance information
Experience of data export/import using large databases


	A/I

A/I



	3.  Knowledge

	Experience of using IT systems including Word, Access and Excel to an advanced level

Methodical, adaptable, diplomatic and committed to success

Excellent planning and organisational skills

Working to agreed priorities, meet deadlines, deal with conflicting demands and deliver accurate results on time

To communicate clearly/excellent interpersonal skills


	A/I 
A/I

A/I

A/I

A/I

	4.  Skills & Abilities

	Ability to interrogate, manipulate and analyse data and draw conclusions

Ability to accurately record, collate information and data with the ability to produce written reports and present data in a user friendly format

Self-motivated with the ability to work proactively on own initiative and effectively as part of a team
A willingness to be adaptable and work flexibly in accordance with the needs of the service

Ability to develop and maintain good working relationships with all members of the school community

Ability to comply with the confidentiality requirements of the post
Excellent attendance and punctuality

Have ability and enthusiasm to promote the school’s vision, values and achievements

A commitment to personal development and progression

Smart, professional appearance


	A/I
A/I

A/I

A/I

A/I

A/I

A/I
A/I

A/I

A/I

	5. Desirable 
	

	Evidence of commitment towards continual professional development

Experience of working in a school environment
Knowledge of school performance and assessment data e.g. SISRA, Alps, FFT Aspire, RAISE, and MidYIS 
Knowledge of SIMS database
	A/I

A/I

A/I
A/I


* Method of Assessment

A = Application form, C = Certificate, E = Exercise, I = Interview, 

P = Presentation, T = Test, AC = Assessment centre
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