Data Manager – Job Description 

Oversight of Job Role 
· Maintaining the accuracy of the core Management Information System by entering and amending data 
· Maintaining the security and confidentiality of data in line with the legal framework and local practice 
· Extracting data e.g. through reports and manipulation of them
· Completing the School Censuses
· Supporting the Timetabler with key tasks, such as setting up the new year for the timetable and creating the options 
· Supporting the Assistant Head with the school’s reporting and target setting processes e.g. setting up templates for data entry, making corrections as required, designing the templates for output of reports, target setting, ad hoc data investigations etc.
· Managing the admissions process for the sixth form college

Sims and Data Systems 
· Using Go4Schools for the collection and collation of school data 
· Designing and administering reports in various formats from the SIMS or data systems, including those required by outside agencies 
· Importing data as and when required e.g.; from FFT website, KS2 Levels etc. 
· Using the S2S secure website to download CTF and generic files 
· Inputting the school academic targets for the whole school for the start of each academic year
· Ensuring SIMS year end procedures are completed 
· Ensuring management information systems are ready for the beginning and end of each term (including new school year) 
· Managing the completion of all statutory school censuses 
· Supporting the Assistant Headteacher with the DfE Data Checking Exercises
· Managing and maintaining staff access rights to SIMS
· Taking responsibility for maintaining all computerised records for Year 12 and 13 
· Liaising with staff to ensure that the sixth form courses of study and other data is accurate and up-to-date 
· Provide assessment data in a variety of formats when requested, using established reports and developing new reports as required
· Using the Options program in SIMS.net to enter and maintain option choices for Year 10 and 12 
· Ensure Course Manager module is maintained liaising with Examinations Officer 






Data Officer – Person Specification 
Experience, Knowledge and Skills required 
IT-related Skills and qualities 

The Postholder:
· must be numerate and computer literate 
· must be able to work to a high degree of accuracy 
· must be confident in the use, analysis and interpretation of data
· will be confident in advising other staff as required 
· must have an excellent working knowledge of computer software, especially Microsoft Excel
· must have the ability to import and export data to and from databases and spreadsheets and manipulate data
· must be able to work accurately, under their own initiative and to work in an organised and flexible manner
· will be self-motivated, with high standards and expectations 
· will demonstrate attention to detail and high quality in their work 
· will be committed to the confidentiality and security of information and work with discretion at all times 
· will have an ability to work to deadlines and prioritise workload i.e. deal with changing and conflicting work deadlines, under the direction of the Assistant Head 

It is desirable for the postholder: 
· to have relevant data administration experience
· to have knowledge of MIS modules and databases including SIMS
· [bookmark: _GoBack]hold or be willing to obtain an Emergency First Aid at Work certificate


