[image: ]
DATA MANAGER – JOB DESCRIPTION

	Post
	Data Manager

	Grade
	NJC Scale 27 - 30 (£38,220.00 to £40,777.00) pro rata

	Reporting to:
	Assistant Heads

	Working Hours 
	28 hours per week for 40 weeks (TT + 2 weeks)

	Purpose of the post
	To provide and maintain an efficient service in all aspects of uploading and managing student data records in the school Information Management System.
To analyse student data and produce reports as requested by members of SLT.
To understand the use of data by external agencies and manage the download/upload of such data as required.



Roles and Responsibilities:
Planning and organisation
1. Update the school system with new admissions records and leavers information in line with GDPR.
2. Maintain up-to-date records of free school meal entitlement. Liaise with the LA and record and share outcomes with staff and parents.
3. Maintain up to date SEN and LAC records.
4. Download DfE Student Premium list and cross-check our system so that funding is allocated to the correct students. Update ARBOR and inform parents of eligibility and what they are entitled to financially.
5. Log student consent data on the school records system.
6. Use the ARBOR communications software to set up user accounts and send out messages.
7. To ensure all ARBOR upgrades are installed within school.
8. Manage the Parent Pay App and the setting up of accounts for parents.
9. Provide staff with access to class and form lists and maintain numbers on roll. 
10. Maintain the Pastoral Structure of registration groups throughout the year.
11. Enter student options choices and produce related reports. 
12. Edit the timetable during the course of the academic year.
13. Liaise with the relevant member of SLT to organize the arrangements for Parents Evening and provide all associated documentation as required.
14. Produce parent questionnaires prior to the evening. Analyse and present questionnaire feedback.
15. To take the lead for all aspects of ARBOR including the development of underused features and creation of more effective processes and procedures.
16. To liaise with the Local Authority to support the school’s operations and keep abreast of new developments. 
17. To maintain up to date knowledge of national developments and ensure that relevant actions are brought to the attention of Senior Leaders where appropriate.
 Student data management
1. Work with the relevant member of SLT to prepare reports
2. Produce mark lists and analysis as and when required.
3. Enter student assessment data.
4. Keep student assessment records accurate and up-to-date. Follow up on queries raised by staff. Maintain student data throughout the year. Admit new students and import atf/ctf files to collect data from previous schools and UPNs/ULNs required for matching student records and performance scores. 
5. Set up aspects and reports relating to student progress ,as required by the designated member of the SLT.
6. Upload data into SISRA
7. Collate, record and analyse student rewards data 
8. Prepare and distribute weekly/half termly/termly behaviour and attendance reports to the relevant teams
9. Complete the School Student Census
10. Run the Census for each term. Make sure data is clean and has no errors prior to submission to DfE. 
11. Provide various reports for the Headteacher’s authorisation and then submit the Census to the DfE.

Other areas of responsibility 
1. Respond to Subject Access Requests and Freedom of Information Requests by supporting the collection and collation of required data within the timeframe required, allowing for the need to allow time for checking and redaction of information contained within such documentation as dictated by GDPR legislation
2. Word processing and photocopying as required
3. The many and varied tasks involved in the administration of the School require a team effort with a flexible approach and a willingness to co-operate with other members of the staff.
4. The Support Staff Team members have a key function of providing the interface between the School, the public and the parents.
5. A high priority is to be given to standard of presentation of all written communications, booklets and information sheets. 
6. Promote and safeguard the welfare of children that you are responsible for or come into contact with.
7. To comply with all schools’ Policies 
8. To comply with the schools’ Code of Conduct.
9. The postholder will be expected to have a good knowledge of the school’s policies and procedures and adopt a commonsense approach to problem solving.



10. The job description sets out the main duties associated with the stated purpose of the post. It is assumed that other duties of a similar level/nature undertaken within the section are not excluded because they are not itemized.
11. The duties of this post could vary from time to time as a result of new legislation; changes in technology or policy and in that case appropriate training may be given to enable the post holder to undertake this new/varied work.
12. Undertake training as appropriate for the role
13. Confidentiality must be observed at all times

St Augustine of Canterbury Catholic High school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

The details contained within this job description reflect the content of the job at the date it was prepared. However, it is inevitable that over time, the nature of the job may change. Existing duties may no longer be required, and other duties may be gained without changing the general nature of the post or the level of responsibility entailed. Consequently, the school will expect to revise this job description from time to time and will consult the post holder/s at the appropriate time.
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