WOODLANDS COMMUNITY COLLEGE
JOB DESCRIPTION

_____________________________________________________________________

POST TITLE

:
SIMS & Data Assistant
GRADE

:
6
HOURS

:
37 Hours Per Week 

WEEKS
:
39 

SALARY

:
 
CONTRACTUAL
:
NJC For Local Government Employees

ARRANGEMENTS



RESPONSIBLE TO
:
Data and Exams Manager
PURPOSE OF THE POST

To provide an effective and efficient information system within the school.  To support the work of the Business Team.
KEY TASKS

1. To collate new student registration forms during transition and mid year admissions and maintain up to date information and records using all modules of SIMS.
2. To maintain pupil profiles on SIMS, admitting and removing pupils from roll in accordance with instructions from the Deputy Head Teacher.

3. To prepare pupil timetables using SIMS, and maintain these throughout the year.

4. To produce up to date class and teaching lists including blank registers.

5. To ensure end of year procedures on SIMS are completed.

6. To implement and maintain pastoral system as required.

7. To maintain assessment data using Assessment Manager

8. In Liaison with the Assistant Headteacher enter pupils’ targets on Assessment Manager using the agreed formula.

9. Maintain, update and create & disseminate reports from the SISRA database.
10. To design and run reports in SIMS as required.

11. To administer the Free School Meals system.

12. To type and word-process collation and distribution of correspondence, reports and documents as required.

13. To receive incoming telephone calls and take appropriate action or messages as required.

14. To maintain relevant first aid qualifications to ensure that they are positioned to  support the needs of the medical room.

15. To support the exams & data manager with admin tasks as directed.

16. Cover school main reception at the end of the school day until 4.15pm.

17. Any other duties which reasonably fall within the purview of the post, which may be allocated by the Headteacher after consultation with the postholder.

