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Administration and Data Officer
Term-time, plus INSET Days & 2 weeks in August
Permanent 
Job Description

The key role is to manage the inputting, administration and processing of school data and work closely with the Senior Team and Middle Leaders to provide them with relevant administrative support as required. In addition, the role is to work as a member of the support staff and contribute to the smooth running of the front office and general administration of the school. Training will be provided as required.
The following gives an overview of the responsibilities of the role. The list is not exhaustive and will adapt in consultation with the post-holder as needs change:

· To manage and submit required data to the Department for Education in relation to the school censuses 
· To input and update students’ personal data, including  new admissions
· To input and update students’ academic information, including option choices and timetable information
· Work with the School’s Examinations Officer notably, but not exclusively, on data and examination entries and various administrative tasks.
· To provide administrative support for Senior Staff, particularly with attendance data
· To provide general and administrative database support for Heads of Year and Subject Leaders as required
· To have responsibility for school publications such as School Magazines, including designing templates, collating content 
· Work with the School Business Manager on GDPR queries, Subject Access Requests and Freedom of Information Requests
· To support the Admissions Officer during the summer holidays in preparation for the entrance examinations
· Cover Reception as required









Person Specification

· Trustworthy with absolute integrity and able to work within a highly confidential environment
· IT skills including spreadsheets, databases, management information and online survey tools. 
· The ability to use Publisher, InDesign and Canva would be an advantage. (Training will be provided). 
· Excellent communication skills, both written and oral
· Efficient and effective organisational skills
· Impeccable attention to detail, and pride in production of prompt and accurate outcomes
· Strong interpersonal skills and a willing approach to being part of a team
· Ability to handle people/situations with patience, discretion, tact and diplomacy
· Ability to be flexible and to ensure priorities are met, to work accurately under pressure, independently on your initiative and to prioritise effectively
· Relevant experience within schools would be an advantage but not essential
· Experience of School Databases, e.g. SIMS, would be an advantage but not essential as training will be provided

The Administration and Data Officer reports to the School Business Manager 

Salary: SCP 17-24 (£32,421 - £36,045 FTE) depending on skills, qualifications and experience. 
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