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Data manager
Job Description

Post:



Data Manager
Hours:


Full time, working whole year
Accountable to:

Vice Principal


Vision: 
To support the Academy Principal in raising standards and promoting the vision, ethos, culture and policies of the Academy

	Specific responsibilities
	· To work to the VP in planning and delivering the Assessment, Recording & Reporting (ARR) systems
· To ensure the timely and accurate production and analysis of data to support student outcomes
· To ensure the effective planning & execution of internal and public examinations.

· To line manage the Examinations Officer
· To ensure the effective development and maintenance of the Academy Management Information System (SIMS)

· To have the strategic lead on the production and management of all data reports on the school systems
· To maintain student confidentiality at all times

· To take the strategic lead on the production of whole school reports and analyse data
· To liaise with external agencies in relation to data systems

· To oversee that the Exams officer checks and authorise examination fees for each examination period and each examination board, and to raise invoices, receive payments and issue receipts for students retaking units and all external candidates’ entries
· Attend training courses when appropriate

	Vision and Strategic Direction
	· To ensure the smooth running of the data, exams and curriculum systems to ensure that students achieve the best possible outcomes
· To support outstanding teaching, learning and assessment

	Leadership
	· Line management of the Exams team
· To ensure the development of data analysis systems related to student progress and achievement

	Support & Guidance
	· To provide support to the senior team relating to SIMS, exams and data issues
· To provide general support in the daily administration of the Academy
· To work with the Vice Principal for Curriculum on the development of the timetable


	Contributing to our Learning Community
	· The post-holder will be required to work within the Strategic Plan, the Academy Regulations and Quality Assurance processes required by the Academy as well as the appropriate departmental policies
· To uphold the Academy’s Health and Safety requirements, particularly with regard to agreed codes of practice and safe methods of working
· To uphold the Academy’s policies for anti-discriminatory practice and equality of opportunity
· Portslade Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment
· To maintain student confidentiality at all times 

	Self-Review and self-evaluation
	· Contribution to the academy’s process of self-review/evaluation e.g. commitment to CPD, self-evaluation, Performance Management, etc. 

· To use the appraisal systems with the staff that they line manage


This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Academy in relation to the post holder’s professional responsibilities and duties.

The Academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
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