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Dormers Wells Learning Trust

Job Description
Post Held: Trust Wide Data Officer
Salary Scale: Grade 7
Main purpose of the job:
· To lead and manage the process for the collection and analysis of data across the Dormers Wells Learning Trust.
Duties and responsibilities 

Data
· Manage the input into and transfer of data between the various databases across the trust, including: Sims, 4Matrix, Go4Schools, Alps Connect etc.
· Collect and input data into each school’s MIS, including, for example, trip participation and intervention data, CATs, reading ages, KS2 data, attendance and behaviour points

· Lead the development of systems for collecting, verifying and processing data
· Produce reports and data analysis as required by the Leadership Teams, Year Leaders, Curriculum Leaders and other staff as required across the trust. Train members of staff throughout the trust in extracting and analysing data from the MIS and other systems as required
· Assist with the preparation of data for the submission of returns to the DFE and LA etc., including the School Census, data checking exercise
· Actively research and implement developments in the various data packages
· Manage the production and distribution of progress checks and other reports to parents
· Acquire and make available reports and analysis published by the DFE, LA and other bodies
· Keep electronic and hard copy records secure and confidential
Behaviour and Safety

· To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Designated Safeguarding Lead
· To be responsible for the good maintenance, safety and security of offices, equipment, display areas, stock rooms and offices in adherence to Health and Safety regulations and curriculum area and school policy and procedures

Team working and collaboration

· Participate in any relevant meetings/professional development opportunities across the trust
· Work as a team member and identify opportunities for working with colleagues and sharing the development of effective practice with them

· Contribute to the selection and professional development of other support staff
· Ensure that colleagues working with you are appropriately involved in supporting learning and understand the roles they are expected to fulfil 

· To keep abreast of current legislation and developments relating to your area and attend INSET where appropriate within the Schools Improvement Plan and with regard to the school’s Investors in People programme
· To participate fully in the School’s Self Review, School Improvement Plan procedures, Staff Review/Performance Management
Fulfil wider professional responsibilities 

· Work collaboratively with others to develop effective professional relationships

· Communicate and co-operate with relevant external bodies
· Make a positive contribution to the wider life and ethos of the trust
Other 
· To refer issues/difficulties to the Line Manager in the first instance.
· To have professional regard for the ethos, policies and practices of the school and maintain high standards in your own attendance and punctuality.
· To adhere to school health and safety policy including risk assessment and safety systems.
· To adhere to school policy on equality and diversity.
· To contribute to the overall ethos/work/aims of the school.
· To ensure all work is appropriately documented and kept up-to-date.
· Establish constructive relationships and communicate with other agencies/professionals.
· To play a full part in the life of the school community, to support its mission and ethos and to encourage and ensure staff and students follow this example.
· To be courteous to colleagues and be welcoming to visitors and telephone callers.
Note

Whilst every effort has been made to outline the main duties and responsibilities of the post, each individual task may not be identified.  Employees will be expected to carry out any reasonable request to undertake work of a similar level that is not specified in this job description.

This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.
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