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CHELLASTON ACADEMY 

JOB DESCRIPTION

FROM:

FEBRUARY 2017





NAME:  


JOB TITLE:

DATA MANAGER
PAY SCALE:

Full-time £35,093 p.a. 

Pro-rota—41 weeks per year / 37 hours per week - term time

£30,955 p.a. 

Point 40
PERSONNEL RESPONSIBILITY:

Responsible to:
Headteacher, SLT Line Manager
Responsible for:
All Data Systems within the Academy
Liaising with:

ICT Manager, SLT, Governors, Local Authority and Data 




Administrators
JOB PURPOSE
The post holder will be responsible for maintaining the Academy’s information/data management systems, including the production of assessment data, in support of the School Development Plan. The Data Systems Manager will also be expected to work closely with, and take direction from, the Headteacher and other members of the Senior Team and will lead on data in the provision of accurate data, analysis of data and preparation of complex reports.
Professional interaction with colleagues is expected in order to maintain productive relationships and promote mutual understanding. Staff members are entitled to expect courtesy and respect from students and are expected to work towards a constructive and harmonious relationship with them.
GENERAL DUTIES AND RESPONSIBILITIES:

Data Management

· Have overall responsibility for ensuring the School has an integrated MIS approach e.g. ensuring consistency, accuracy, integrity and timeliness of data input to the School’s management information system (SIMS) and other platforms, such as SISRA.

· Oversee the processing of assessment data, i.e. accurate student performance information is available at set points in the school calendar, and as required on an ad hoc basis.

· Working alongside the SLT, and in liaison with other members of staff, to provide management information and student statistics complete appropriate returns of information to the DfE and other statutory bodies (including Staff / Student Census & Post-16 Learning Aims) and assist with processing of information returned from the DfE and other statutory bodies.

· Keep abreast of best practice developments relating to data and information in order to ensure that internal procedures and processes are most effective.

· Review, monitor, implement and develop systems and strategies to support and enhance the development of the school’s information management systems.

· Make appropriate preparations to ensure that the SIMS is ready for the beginning of each academic year e.g. carrying out year-end procedures and set up and maintain pre-admission groups.

· Admitting students; in-year joiners and processing leavers. Ensuring the effective administration of procedures relating to school meals including maintaining records and completion of returns.

· Employ effective forecasting techniques to aid the setting of the School’s targets by overseeing the creation of mark-sheets for assessment data entry using input data as decided by SLT.

· Have an understanding and ensure that the school complies with the requirements of the Data Protection Act and carry out work in accordance with these requirements.

· Maintain an understanding of whole school assessment and the Exams Officer role and stand in during periods of absence if required to undertake key data tasks.
· Working alongside the SLT to set the academic targets for all students within the Academy.
Administration

· Provide advice and guidance on information management and data capabilities to colleagues.

· Oversee the processing and production of student reports.

· Assist the SLT with the updating of information stored in SIMS, in particular:

· Staff and room timetables.

· Construction of the annual timetable.

· Once constructed, maintain the timetable.

· Promote the pastoral and academic structure into the new academic year as required.

· Updating course structure as required.

· Analyse and evaluate data/information and produce reports/information/data as required.

· Complete and submit complex forms, returns etc.

· Undertake complex IT based tasks, databases and spreadsheets are customised to meet the information / data needs.

· Ensure data reports are presented in user friendly and easy to interpret manner.

· Line Management of the data team and the data administrator to ensure adequate and efficient provision of administrative support to the School.

Resources

· Operate relevant equipment/complex ICT packages (e.g. SIMS, NovaT Microsoft Office, Advanced Excel).

· Responsibility for using estimate data and self-review tools Provide advice and guidance regarding the School's data processes to staff, pupils and others.

· Liaise with the IT Manager about tasks to support the School's IT and MIS strategies.

· Investigate any discrepancies or anomalies in data and report findings to end-users
Management

· Line manage the Data administrator ensuring the effective and efficient operation of the department and that each individual is effectively deployed

· Assist in the recruitment and induction of new data team staff as and when required
Resources

· The jobholder is accountable for the accurate handling and security of incoming and outgoing data related to students.

Working Environment

· The work must be completed methodically, confidentially and to deadlines There will be a high level of interaction with parents and outside agencies. Contact with students is about routine matters.

· Extensive use of Display Screen Equipment.

Knowledge and Skills

· The jobholder must have the ability to undertake data entry at an advanced level, be an advanced user of Word/Excel, and be well organised and able to effectively meet tight deadlines to stakeholders.

· The jobholder must have obtained or be willing to work towards a Professional Data Manager’s qualification such as the SSAT Data Managers Award.

Post holders will be accountable for carrying out all duties and responsibilities with due regard to Chellaston Academy's Equal Opportunities Policy and are committed to safeguarding and promoting the welfare of children. This post is exempted under the Rehabilitation of Offenders Act 1974 and as such, appointment will be conditional upon the receipt of a satisfactory response to a check of police records via the Disclosure and Barring Service (DBS).

All duties and responsibilities must be carried out with due regard to the Academy’s Health and Safety Policy. Duties which include the processing of any personal data must be undertaken within the corporate data protection guidelines.

Staff Development

· To work with the Assistant Head (Staff Development) to ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs

Additional Duties

· To play a full part in the life of the academy community, to support its distinctive mission and ethos and to encourage and ensure staff and students follow this example.

Duty of Care:

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on any or all of them.  Your Head Teacher is responsible for maintaining a time budget on which you have been/will be consulted.  You will be granted access to this at any reasonable time by arrangement with your Head Teacher.

	All adults who work with, and on behalf of, children are accountable for the way in which they exercise authority; manage risk; use resources and safeguard children and young people.
	This means that adults should:

· Understand the responsibilities which are part of their employment or role and be aware that sanctions will be applied if these provisions are breached

	Whether working in a paid or voluntary capacity, these adults have a duty to keep children and young people safe and to protect them from sexual, physical and emotional harm.  Children and young people have a right to be treated with respect and dignity.  It follows that trusted adults are expected to take reasonable steps to ensure the safety and well-being of children and young people.  Failure to do so may be regarded as neglect.1
	· Always act and be seen to act in the child’s best interests

· Avoid any conduct which would lead any reasonable person to question their motivation and intentions

· Take responsibility for their own actions and behaviour

	The duty of care is in part exercised through the development of respectful and caring relationships between adults and children and young people.  It is also exercised through the behaviour of the adult, which at all times should demonstrate integrity, maturity and good judgment
	This means that employers should:

· Ensure that appropriate safeguarding and child protection policies and procedures are adopted, implemented and monitored

	Everyone expects high standards of behaviour from adults who work with children and young people.  When individuals accept such work, they need to understand and acknowledge the responsibilities and trust inherent in that role
	· Ensure that, where services or activities are provided by another body, the body concerned has appropriate safeguarding policies and procedures

	Employers also have a duty of care towards their employees, both paid and unpaid, under the Health & Safety at Work Act 1974.2   This requires them to provide a safe working environment for adults and provide guidance about safe working practices.  Employers also have a duty of care for the well-being of employees and to ensure that employees are treated fairly and reasonably in all circumstances.  The Human Rights Act 1998 sets out important principles regarding protection of individuals from abuse by state organisations or people working for those institutions.  Adults who are subject to an allegation should therefore be supported and the principles of natural justice applied.
	· Foster a culture of openness and support

· Ensure that systems are in place for concerns to be raised

· Ensure that adults are not placed in situations which render them particularly vulnerable

· Ensure all adults have access to and understand this guidance and related, policies and procedures

· Ensure that all job descriptions and person specifications clearly identify the competences necessary to fulfill the duty of care

	The Health & Safety Act 1974 also imposes a duty on employees3 to take care of themselves and anyone else who may be affected by their actions or failings.  An employer’s duty of care and the adult’s duty of care towards children should not conflict.  This ‘duty’ can be demonstrated through the use and implementation of these guidelines
	



Should circumstances arise which require this job description to be reviewed and amended, any changes will be discussed with you in the first instance.  Should a disagreement arise, you will be afforded the opportunity of a meeting to resolve the matter with your Head Teacher who may involve officers of the Education Department as appropriate.  You may be accompanied at this meeting by a representative of your Trade Union if you wish.

In addition to these duties you may be asked to undertake any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific cases, after consultation. This job description does not form part of the contract of Employment.  

You are required to carry out your duties in line with the stated ethos and principles of the academy.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on any or all of them. 
Issued by:




Received by:
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WT 2006 page Chapter 1 page 38


Health & Safety at Work Act 1974 Part 1, Section 2 (1) and (2)


Health and Safety at Work Act 1974 Part 1, Section 7
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