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Recruitment Pack

Assistant Data Manager

(Maternity Cover)
Salary: SO1 Points 29-31 (£23,879 - £25,785 Actual Salary)

Hours: 35 per week – Term Time plus 20 Days

(Monday – Thursday 8.00am – 4.00pm, Fridays 8.00am – 1.15pm)
Closing date for applications: 

Monday 25th March 2019 – 9.00am
Interviews to be held: 

Thursday 28th March 2019
Welcome to Carlton Bolling College
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wwwcarltonbolling co.uk

Carlton Bolling
Underciffe Lane, Bradford 803 00U

T +44 (011274 63311
F: +44(0) 1274 630635
E: admin@caritonbolling.co.uk




Carlton Bolling is an Outstanding school which has been on a rapid improvement journey over recent years, with results in 2017 within the top 5% of schools nationally. This progress was recognised by Ofsted who praised the “Highly aspirational vision for the school”. 

Staff enjoy working at Carlton Bolling and are supported and encouraged to lead and develop practice “Pupils and staff are enthused and excited to excel. Pupils and staff work together within a harmonious community, where they are fully supported”: Ofsted, November 2017. 

Although we are rated Outstanding, we are still moving forward at the same trajectory one our path to become one of the top 1% of schools in the country. If you share this vision, and are prepared to put in the effort to attain this goal, we would like to hear from you. 

Adrian Kneeshaw

Headteacher

The Application Process

Completed applications may be submitted online to recruitment@carltonbolling.co.uk
or by post to:

Human Resources
Carlton Bolling College

Undercliffe Lane,

Bradford

BD3 0DU

Shortlisted candidates will be notified by letter or telephone call with details of the interview and selection process.

Prospective candidates are welcome to visit school prior to making an application by contacting HR Business Support on 01274 633111.

Interview and Selection Process

On the day of interview candidates may be required to:

· Teach a full lesson on a specified topic (teaching posts only)

· Undertake other relevant activities, i.e. presentation, data exercise

· Participate in a formal interview with students of the college

· Undertake a formal interview with relevant senior staff and/or Governors

Assistant Data Manager

· Manage and be responsible for the Schools collection cycle.

· Use internal systems of data analysis to provide staff with relevant information to enable the implementation of effective pupil intervention strategies.

· Development of data analysis reports particularly within the use of Tableau software package.

· Produce reports in line with current protocols.

· Create templates and mark sheets to enable effective data analysis of any school based data sources, in accordance with the specific needs of the school at that time.

· Assist in training staff in the use of the school data management information systems and other data analysis packages.

· Design and provide data analysis booklets for presentations at all levels.

· To be able to advise staff on matters relating to data and it’s formulation and its use in statistical analysis.

· Constantly develop new innovative ideas that can help inform staff of statistical analysis within the school.

· Proactively keep up to date with new reforms in the education system that can impact the school.

· Proactively identify anomalies and erroneous data with data collections, liaising with leaders where appropriate for investigation.

· Assist and maintain the schools timetable using the appropriate software.

· Ensure that the details of exam courses are kept up to date in the school management information systems and are linked appropriately to the timetable.

· Administration of student’s records when needed.

· Responsible for statutory returns within school. (e.g. School Census) 

· To deputise in the absence of the Data Manager and the Exams Officer.

· Assist the exam officer in the organisation of internal and external examinations.

· Administer the school’s curriculum option process on school management information systems.

· Administer the schools room booking system using the appropriate software.

· Importing/exporting data to and from third party sources into assessment software packages. 

· Clear understanding of Data Protection legislation.

· Undertake any reasonable duties relating to data, exams or other elements of the job description.

The College has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Bolling College is an equal opportunities employer.
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Assistant Data Manager Personal Specification

SO1 - Points 29-31
	Essential Criteria

	Experience

	· Experience working in a Data and Exams team in a school environment would be advantageous.
· Experience of working in SIMS Assessment or equivalent packages such as CMIS.

· Advanced knowledge of Microsoft Excel.

	Qualifications

	· GCSE English and Maths (A-C) or equivalent eg.Adult Literacy/Numeracy at level 2.

	Training

	· Relevant training and willingness to undertake training as required.

	Disposition – Adjustment / Attitude

	· Ability to relate well to students and adults.

· Ability to work constructively as part of a team.

· Ability to remain calm under pressure.

· Demonstrate good co-operative, interpersonal and listening skills.

· Willingness to share knowledge, expertise and experience.

· Ability to self-evaluate learning needs and actively seek learning opportunities.

· Ability to work proactively and independently.

· Approachable, courteous and able to present a positive image of the school to callers and visitors.

· Maintain confidentiality in matters relating to the school, its students and its staff.

· The ability to work on your own initiative.

	Practical and Intellectual Skills

	· Excellent numeracy/literacy skills. 

· Ability to use other equipment/technology. 

· Use ICT effectively in relation to the post.

· Ability to use relevant equipment/resources.

· Accuracy and attention to detail along with excellent organisational skills.

· Ability to identify existing and potential barriers to learning and engage in strategies to overcome these.

	Circumstances – Personal

	· Must be legally entitled to work in the UK.

· No contra-indications in personal background or criminal record indicating unsuitability to work with children/young people/vulnerable clients/finance (DBS check required as appropriate.)

· If driving is a feature of this post – must be licensed and appropriately insured (e.g. business use)

	Physical / Sensory

	· Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Disability Discrimination Act 1995.


