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Improving Education Together.

We’re on a mission01. About Academy
Transformation Trust

Our mission is to provide the very best education for all pupils and the highest level of support for our staff to ensure every pupil leaves our academies with everything they need to reach their full potential.
These are the things we hold dear
Transparency
As a charity founded on strong ethical practices, Academy Transformation Trust takes pride in being open, honest and crystal clear in everything we do.
Innovation
We are constantly striving to do all we can to make education the best it possibly can be. We are brave in our actions and do everything we can to have a positive impact on whole child development.
Collaboration
We believe the future of education relies upon effective collaboration between academies, and better collaboration between academies and their local communities.
Ambition
We are determined to improve education nationwide by encouraging collaboration and giving academies everything they need to realise their full potential.
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We believe every child matters and deserves a first class education.
Our team knows first-hand how to make education better for schools, pupils and their teachers.
For us, the future of UK education relies upon schools working closely together to share best practices, giving every child the best chance in life. We set up ATT to make this vision a reality.
As a not for profit trust, we work with our growing family of primary and secondary academies, and further education providers in the Midlands, East of England and South East.
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[image: ][image: ]The Nicholas Hamond Academy is part of the Academy Transformation Trust family of academies.

Rated as ‘Good’ by Ofsted in May 2014, here at The Nicholas Hamond Academy, we are “determined to be the best that we can be”. As a team, we are dedicated to delivering a high quality education that enables students to make rapid progress and achieve transformational academic targets.

We have high expectations of our pupils and every student matters to us. We work closely with our local community, including parents and carers, who actively support the work we are doing to achieve and maintain the highest possible standards. Our academy is a place to be proud of.

At TNHA we aspire to provide every member of our community with the opportunity to be the 'best that they can be', by offering experiences that encourage the development of high attaining, self-confident, resilient, tolerant and happy young people.

Our ethos is founded on the development of positive relationships with students and parents, outstanding teaching, a personalised curriculum and enthusiasm for learning. 

We are 'one team' - students, staff, governors and parents - committed to working together to achieve our aim.02. The Nicholas Hamond Academy Information


To find out more, please visit www.tnha.org.uk
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Job Title – 	Data Officer 
Grade - 	Scale G, point 26 to 28

The post holder will collect, input and publish Academy performance data.
Key responsibilities are:
· Support and assist in developing and operating a computer based system which records and tracks pupil performance and identifies underachievement
· Collect, input, analyse and publish Academy performance data
· To facilitate and administrate the reporting processes and the collection, analysis and quality assurance, printing and distribution of individual pupil data
· Report data to external bodies when requested 
· Maintain the pupils’ information on the academy management information system and inform key staff of changes
· To undertake Government Returns (School Census) termly ensuring that accurate information is submitted to the Government for funding purposes
· Observe confidentiality protocol
· To work within the Academy’s framework and policy
· Appraisal – participate in arrangements made for personal appraisal
· Community – participation in and supporting the day to day and special community arrangements and activities related to the Academy
· Meetings – participation in meetings relating to pupil achievement, curriculum, administration and organisation of the Academy
· To facilitate and administrate the Academy’s pupil achievement packages
· Support for options, curriculum planning, timetable planning and scheduling
· To facilitate and administrate the reporting schedule internally and co-ordinate all academic checks and yearly reports
· KS4 and KS5 results reports
· Other duties – undertake other duties from time to time as reasonably required by the principal or Assistant Principal
· To ensure that the Academy’s MIS system is kept up to date to comply with legal requirements
· To monitor the academy’s compliance to ATT and local GDPR related policies, reporting all related risks to the Principal 

General Information
The job description details the main outcomes required and should only be updated to reflect major 
changes that impact on the outcomes of the job.
All work performed/duties undertaken must be carried out in accordance with relevant Academy policies and procedures, within legislation, and with regard to the needs our customers and the diverse community we serve.
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Information for candidates
The person specification provides an outline of the experience, skills, and abilities we expect the successful candidate to possess.  You should match your own skills, experience, and abilities to those listed below and provide examples of how you have demonstrated the criteria.  People with disabilities will be offered an interview where they meet the essential criteria alone.04. Person Specification
Data Officer, Secondary Academy



	Education/ Qualifications
	· Good basic level of education, including GCSE English and Maths or equivalent
· NVQ 2 or 3 level relevant qualification or equivalent experience


	Experience 
	· Experience of operational, organisational and administrative procedures
· To be able to plan and manage tasks in a timely and effective manner and to work to specified deadlines
· Ability to manage staff if required


	Skills and Knowledge
	· ICT literate with excellent keyboard skills
· Ability to work under pressure and to be diplomatic yet form when occasion demands
· Ability to analyse data
· Know when to seek advice from teachers
· Full working knowledge of working policies and legislation, especially relating to examination regulations and guidance


	Vison & Strategy
	· Understanding of school organisation, roles and responsibilities
· Able to meet constant deadline

	Personal Characteristics
	· The ability to communicate effectively with people at all levels 
· Mature approach to emotionally demanding work
· Relishes accountability and takes personal responsibility for their own actions
· Strong interpersonal written and oral communication skills
· Able to work flexible as a member of a team
· Adaptable to change
· Demonstrable good organisation skills
· Positive outlook on life
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The Nicholas Hamond Academy, 
Swaffham, Norfolk

Salary:
[bookmark: _GoBack]Scale G 26 to 28 – 37 hours Term Time, training days, plus additional 2 weeks (£23,398 to £24,964)

Closing date:
29th December 2017

Interviews:
w/c 8th January 2018

Start Date:
January 2018

Visits to the school:
For further information about the role and the academy, or if applicants wish to visit prior to completing their application, please contact the academy on ​01760 721480/Katharine.Pike@tnha.org,uk

Applying
Please apply by visiting
www.academytransformationtrust.co.uk/vacancies
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[image: ]Address:
Academy Transformation Trust 
Suite 413
Jewellery Street
95 Spencer Street
Birmingham
B16 6DA

Visit:
academytransformationtrust.co.uk

Call:
0121 632 2340 / 2341

Email:
office@academytransformation.co.uk

         @AcademyTrust

Forward as one.
Improving Education Together.
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