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JOB DESCRIPTION


Job Title		Data Analyst 

Reporting to:		Assistant Headteacher (AHT) - Curriculum & Assessment

Hours of Working:	Monday-Thursday - 08:00-16:15 & Friday 08:00-16:00 (includes a 
1 hour unpaid break) - 36 hours (39 weeks - term time plus 2 weeks outside of term time during August for GCSE & A Level results days, and sixth form enrolment (6 days) plus 4 days throughout the year to be confirmed paid 46 weeks. This includes attending INSET days as set by the school


Attainment & Reporting Procedure:
· Along with the Arbor team, manage and be accountable for effective use of the School MIS system; Arbor as well as SISRA, ALPS, Pupil progress and other assessment systems
· Provide summary analyses of students’ reports to SLT
· Along with the Assessment manager, maintain/monitor the assessment area of Arbor
· Work with the SLT in setting clear and workable deadlines for data collection and to meet deadlines
· Design and set up complex templates for each reporting session as required
· Ensure correct data fields are inserted into report templates so that reports are complete and accurate
· Independently resolve problems relating to data collection and reports to ensure the smooth running of procedures
· Provide summary analyses of students’ reports to SLT

Administration of Student Tracking and Data for Learning:
· Administration of the school’s data tracking systems and procedures using 
Arbor
· Build templates and generate mark-sheets required by faculties/departments to aid the recording, tracking and monitoring of student attainment progress, using Pupil Progress and other platforms
· Conduct tasks requested by staff relating to assessment data and the tracking of students 
· Set up complex formulae for analysing student performance and confidential staff curriculum targets
· Lead on importing results and database information from other systems, to provide a comprehensive set of base data for all students
· Compile lists and maintain statistical data in respect of a class group of students, undertaking analysis of statistics required by staff
· Provide target setting information and examination performance reports for the SLT. governors and external agents such as Ofsted
· Produce data on an ad-hoc basis for staff
· Set up and manage systems for tracking the progress of students at each key stage
· Working with the Assistant headteacher (Curriculum & Assessment) to ensure timetables are fit for purpose to support maximum student attainment 

Cover
· To Line Manage the Cover Manager
· To support the Cover Manager with setting cover as required
· To have an overview of Cover across the school alongside the Cover manager

Exams
· To Line Manage the Exams Officer
· To have an overview on exams procedures alongside the Exams Officer 

Assessment
· To Line Manage the Assessment Manager

Timetable
· Alongside the AHT Curriculum & Assessment, take overall responsibility for informing staff of all timetables and subsequent changes. 
· Alongside the AHT Curriculum & Assessment, prepare, construct and maintain the school timetable to ensure a rich and balanced curriculum for all. 
· Modify the school timetable to meet individual pathways as required. 
· Manage the timetable to accommodate any curriculum changes following data captures. 
· Ensure all ‘in year’ admissions have an accurate timetable prior to starting the school

Miscellaneous
· Maintain confidentiality at all times in respect of school related matters and prevent disclosure of confidential, sensitive information in line with data protection legislation:
· Undertake any other duties commensurate with the level of the post, as required
· To review and develop your own professional practice, including taking part in an annual performance review
· To Line Manage the Exams Officer, Cover and Arbor Manager, Assessment Manager
· To be a First Aider
· To undertake any training applicable to the role, as directed by the school


Data and Outcomes:
Manage the administration and processing of all student data independently and provide analysis as and when requested. 
· Manage and administer school communications with parents and pupils, through Arbor and other systems/platforms.
· Strategically develop the use of Arbor, setting up effective and efficient processes to collect and analyse data, to provide ongoing analysis of trends in assessment data. 
· Review and monitor assessment data to identify outliers, gaps or inconsistencies and to report these to teachers, Curriculum Leaders, Year Group Leaders, SLT as appropriate. 
· Alongside the Assessment Manager, manage the access for members of school staff to software packages (SISRA, ALPS etc.) and external sites such as the DfE secure access, taking on the role of ‘administrator’ for the school
· If needed, work closely with the exams officer to ensure that the input of confidential summer examination data is uploaded for analysis
· Provide reports as requested for relevant audiences including parents and the Governing Body. Responsibility for ensuring that all staff have access to all data necessary to assist in completing tasks within their roles and responsibilities
· Lead and support appropriate bespoke and whole staff CPD for all relevant data systems
· Alongside the Arbor manager, manage and submit required data to the local authority and DfE in relation to the school census and other requests

Communications 
· Ensure effective communication within the Sixth Form, including both academic and professional staff  
· Ensure effective communication with other faculties/departments and any external contacts as required  
· Design and produce high quality documentation for information purposes including the newsletter, invitations, reports and information packs 

Safeguarding
· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with Mayfield’s Safeguarding/Child Protection policies
· To undertake compulsory Child Protection/PREVENT Training as directed by the school

Whilst every effort has been made to cover the main duties and responsibilities of the post, each individual task undertaken may not be identified.

The job description is current at the date below, but will be reviewed on an annual basis and, following consultation with the individual, may be changed to reflect or anticipate changes in the job description which are commensurate with the role and the grade.

The duties and responsibilities in this job description are not exhaustive and may be varied from time to time, in a manner that is compatible with the post held, at the discretion of the Headteacher/Line Manager.
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