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DATA MANAGER
  

08.00 to 16.30 all year round



Job Description
Job Purpose: 
Responsible for the creation of detailed data analysis and the maintenance of the school’s management information system.
MIS Responsibilities

· Take the lead role in the development, maintenance and management of record/information systems.

· Preparing MIS System for each academic year (adding new staff and pupil records and setting up form groups and tutors).

· Importing timetable data from Keith Johnson TimeTabler application.

· Updating staff and timetable records with any mid-year changes.

· Archiving previous pupil and staff member records at the end of the academic year.

· Assisting Learning Enhancement Co-ordinator and Director of Studies with SEN, G&T and EAL record management.

· Overseeing the pupil, staff and contact record checking and updates at the start of each academic year and monitoring any mid-year changes.

· Updating all prospective, current and past pupil records as pupils join and leave the school or any other mid-year changes.

· Maintaining other school and medical practice records linked to current pupil records.

· Transferring pupil contact details to text messaging system (Teachers2Parents).

· Monitoring activity group updates and pupil attendance register entries made by the school administration team.

· Assisting with data exports for internal and external use.

· Ensuring the school MIS system and all attendance reporting is fully compliant with GDPR.

· Importing pupil data from external sources (e.g. CEM baseline data and individual pupil photographs).

· Providing user guides and working with the IT Development Manager to provide appropriate training for system users.

· Liaising with MIS vendor (currently WCBS) and users to resolve any errors, process development requests and other problems.

· Liaising with IT Development Manager to install system updates on live MIS server after appropriate testing.

· Assist the Marketing Department to develop Alumni communications management procedures.

· Provide support integrating the school MIS system with third party software.

· Develop and maintain the MIS Parent Portal and provide training for the school administrative team.

· Liaising with IT Development Manager to ensure system backups are run.

· Participate in MIS vendor events and training sessions.

Reporting Responsibilities

· Determine the need and arrange provision, analysis and evaluation of data and detailed reports as necessary.

· Preparing all tracking data and school report input templates for teaching staff, publishing these on the dates set by the Director of Studies and monitoring their completion.
· Amending and developing school report formats and templates as required by the school.
· Creating school report output templates for parents and summary reports on the entries for staff.  Publishing these reports on the dates agreed by the Senior Leadership Team.
· Completing pupil record and examination results sections of censuses (ISC, DfE and CES) and other official returns throughout the year.
· Assist the Examinations Officer to develop reports for external examination management.
· Support school administrative team with ad hoc reporting and mailing requirements.
Other Responsibilities

· Participate in I.T. Development Committee Meetings.

· Participate in Administrative Staff meetings.

· Support Director of Studies with Timetabler and other Keith Johnson software.

· Assist the IT Support Team with Office 365 administration and general IT support for the administrative staff and teachers as required.
· Retrieve historical data from the data archives as required
· Any other duties as reasonably requested by the Bursar or Headteacher

