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Data Technician
Ark Globe Academy
	
Globe Academy is a popular all-age 3-18 non-selective school with a fully comprehensive intake. In our recent 2014 Ofsted inspection, we were judged as outstanding for the behaviour and safety of pupils and leadership, management and Early Years provision, as well as good overall. 
In 2013 - 2014 we were selected to be part of the Government’s Parliamentary Review of Education as an example of good practice within education. This was a privilege and a credit to the hard work of all adults and children within Ark Globe community. Our inclusion in the Parliamentary Review reinforces that our teacher development programme is a beacon of excellence. 
We are looking to recruit a data technician to take responsibility for all areas of data input, output and integrity. You will be working with the School Administrators to coordinate data and systems across the academy aimed at ensuring the principal and associate principal have access to up to date and accurate information at all times.

Our ideal candidate will:
· Excellent IT skills, included advanced expertise in Microsoft Excel and Microsoft Access
· Good administrative and organisational skills
· Experience of working in a similar role in a school environment

In return, we offer a variety of development opportunities including Business Support Team Inset training and Ark network hub days.  In addition, we offer attractive remuneration as well as a range of benefits including free private healthcare, reduced gym membership, large retail discounts and free onsite parking.
We encourage all prospective candidates to come and visit the school to give you the opportunity to meet us and see the school first hand. If you would like to visit the school, discuss the role or have any queries, please contact our HR Officer Esther Lozano on 020 7940 5109 or email e.lozano@globeacademy.org
For any technical queries, please contact the recruitment team on 0203 116 6345 or recruitment@arkonline.org.
[bookmark: _GoBack]Please apply at https://goo.gl/lYO7mq. You can learn more about our school at http://arkglobeacademy.org. 

Closing date:	11am on Friday 15th July 2016 
Interviews:	Tuesday 19th July 2016
Start date: 	As soon as possible
Salary:		Ark Support Staff Scale 10: £33,917 - £40,381
Hours:		36 hrs per week, all year round

Ark is committed to safeguarding children; successful candidates will be subject to an enhanced Disclosure and Barring Service check.







Job Description: Data Technician
Reports to:	Associate Principal
Start date: 	As soon as possible
Salary:		Ark Support Staff Scale 10: £33,917 - £40,381
Hours:		36 hrs per week, all year round

The Role
To maintain up to date records of student and staff personal and assessment details, ensuring that the information kept is both accurate and confidential.

Key responsibilities
· To take responsibility for all areas of data input, output and integrity within Bromcom including attendance, reporting, Census returns, admissions/leavers, exclusions, timetabling, student details, staff details, supporting the exams office in the  importing of Examination data, maintaining assessment system. Recording students’ special needs through the co-ordination and working with the School Administrators and Office Manager as well as the SENCO
· To collect assessment data from individual teaching staff using established procedures in order to ensure student information is gathered and entered in to relevant systems
· To assist in the allocation of the staff cover process within the Academy
· To maintain the Assessment records of student progress, making sure that all information held is accurate and reliable and highlighting poor assessment to the Achievement Team & Principal
· To provide reports, as requested, for the DfE, LA, Governing body, Principal, SLT, staff, students and parents regarding assessment information, ensuring the provision of accurate and appropriate information to relevant parties
· To provide Assessment and Target information for students and staff across the Academy
· To work with Assistant and Vice Principals in the setting of Key Stage and Year Targets for Students as well as subject targets
· To assist with the academy’s termly students reporting procedures; to ensure that students receive regular and timely academic feedback
· To maintain relevant databases, including personal records on students, using Bromcom, the Student Information Management system, in order to ensure that they are up to date and fit for purpose
· To assist the Examination Officer when the need arises in order to meet the needs of relevant teams and individuals around the school
· To assist in the management of the casual admissions and leavers procedure, ensuring that the Office Manager liaises with students and collects and stores the relevant information, in order to ensure the smooth running of the process
· To assist in the exclusions procedures, ensuring the School Administrators liaises with all relevant parties and collects all relevant information to prepare for formal proceedings
· To work with the School Administrators in the Primary Section to coordinate data and systems across the academy aimed at ensuring the principal and associate principal have access to up to date and accurate information at all times including attendance information and that the appropriate reports are generated as needed



















Person Specification: Data Technician

Qualification Criteria 
· Right to work in the UK
· Qualified to degree level or equivalent

Experience
· Experience of working in a similar role in a school environment
· Experience of working with CMIS, SIMS or Bromcom

Personal characteristics
· Genuine passion and a belief in the potential of every pupil
· Helpful and positive nature, calm and caring
· Flexible and committed
· Understanding of the importance of confidentiality and discretion

Specific Skills
· Excellent IT skills, included advanced expertise in Microsoft Excel and Microsoft Access
· Good administrative and organisational skills
· Good  written and oral communication skills

Other
· Commitment to the safeguarding and welfare of all pupils
· This post is subject to an enhanced Disclosure and Barring Service check

Ark is committed to safeguarding and promoting the welfare of children and young people in our academies.  In order to meet this responsibility, we follow a rigorous selection process. This process is outlined here, but can be provided in more detail if requested. All successful candidates will be subject to an enhanced Disclosure and Barring Service check.
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