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Job Description
	Job Title: 
	Data Manager

	Reports To:
	Deputy Head (Teaching & Learning)

	Start Date:
	April 2017

	Hours:
	Full Time (Term Time plus additional weeks may be considered)

	Salary:
	Competitive and dependent on experience



	Overview 

	
Dunottar School is a warm, welcoming, vibrant community and our staff are integral to creating the positive, inspiring environment that our pupils and parents love.  The school is on an exciting journey having joined United Learning and become co-educational in 2014 and this is a fantastic time to become part of Dunottar's bright future.  As part of United Learning, we offer competitive salaries, pension scheme, fee reduction for staff children, lunch during term time, access to sports facilities and an extensive range of benefits via a United Learning Rewards Scheme.  

We are now seeking a Data Manager to take responsibility for the ongoing development of the school’s use of its management information system – iSAMS – and to manage and provide support in other areas of the school’s IT usage.  The role will report to the Deputy Head (Teaching & Learning) and will work alongside the Network Manager as part of the IT Department.  

This is an important role and requires a candidate who can demonstrate initiative, the ability to work both independently and as part of a team, excellent attention to detail and accuracy in their work and outstanding problem-solving skills.  It is important that the candidate has a ‘can-do’ attitude, is able to work efficiently in a busy environment and can successfully prioritise their workload to meet deadlines.


	Key Responsibilities 

	· Responsible for all operational aspects of iSAMS including the management, maintenance, usage and setup of all modules including end of year procedures.
· Act as the first line support to troubleshoot issues relating to iSAMS and the use of it. Acting as the primary contact with the Managed Service support in relation to any unresolved iSAMS related issues.
· Maintain users and user accounts including access rights and permissions.
· Undertake quality assurance methods to ensure the integrity of the data at all times.
· Monitor the effectiveness of the iSAMS implementation and usage, and feedback findings to inform planning and future development.
· Plan, coordinate and conduct iSAMS specific training for teaching and support staff.
· Creation of reports such as school reports that will provide regular, and useful, documents to inform other parties within all modules of iSAMS as required.
· In conjunction with the Deputy Heads lead on the annual timetable settings within iSAMS.
· Create and ensure the accuracy and robustness of the school’s data for national data returns i.e. Census and ISI compliance.
· To create mark sheets for data capture, analysis and exporting that can be used for target setting in conjunction with the Senior Leadership Team.
· Overall management of SIMS including holistic use of all SIMS modules and a technical overview (working with the Network Manager).
· Maintaining the SIMS data base ensuring records are accurate and up to date including timetable to SIMS and timetable maintenance throughout the year as necessary depending on the school’s need.
· Administer the baseline data tests MidYis, Yellis and Alis including:
· Registering the school, setting up the shortcuts and uploading student details.
· Support the baseline data manager in downloading and producing useful graphical data output.
· Work collaboratively with the leads in other departments (e.g. Admissions, Marketing, Examinations, Finance and Curriculum) to ensure that iSams is able to deliver timely and accurate reporting as required and updates to the system can be made as appropriate.
· Provide first line support to staff including resolving IT Helpdesk Tickets and calls to the IT Support extension. 
· Undertake all administration relating to the Kerboodle platform.
· Manage the process of set-up and support for the use of IRIS (video technology for lesson observations, school improvement and teacher professional development).
· Manage the smooth implementation and operation of new IT systems which fall within existing areas of responsibility as required e.g. electronic post system linking to iSAMS.




This job description is not intended to be all-inclusive and the post holder may perform other duties reasonably required by the Headteacher.

The School reserves the right to make an appointment at any stage during the recruitment process.


Person Specification

	Professional Qualifications and Skills
	· Education to degree level or equivalent experience, and evidence of continued professional development in a relevant field
· Awareness of data security policy and procedure
· Detailed knowledge of ICT applications including advanced expertise in Microsoft Excel
· Experience of relevant programming languages and database management systems
· Experience of web server and development systems
· Knowledge of assessment and examination procedures
· A high level of organisational and administrative skills, with the ability to manage projects and processes effectively 
· Strong numerical skills, excellent attention to detail and high levels of accuracy in all areas of work
· Experience of working in data management and of managing and developing data systems (experience of iSAMS is desirable)
· Experience of providing IT support and training 
· A proactive attitude and the ability to use own initiative to resolve issues and improve systems for the school
· Ability to work flexibly and as part of a team  
· Ability to prioritise workloads and meet deadlines
· Excellent oral and written English


	Personal Qualities
	· High levels of personal and professional integrity
· High levels of discretion, tact, confidentiality and awareness of data protection
· Good interpersonal skills to deliver effective support, training and assistance to colleagues
· Commitment to best practice in all areas of professional conduct
· Adaptability and the ability to remain calm under pressure
· Appropriate levels of personal presentation 
· A commitment to safeguarding and promoting the welfare of children and young people
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