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Job Description 

New River Trust
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	Post: 
	Data Manager for Alexandra Park School (APS)

	Scale:
	P02

	Responsible to:
	Deputy Headteacher, Alexandra Park School




PURPOSE OF JOB:


The APS Data Manager will lead on the: 

· Provision, management and development of effective, funding-compliant management information and data services at APS.
· Provision of management information that enables and supports focussed, accurate and effective decision-making at APS and supports the quality improvement framework.
__________________________________________________________________________________
1. Operations management
1.1 Lead on the implementation and development of integrated management information systems within APS ensuring these meet the needs of the curriculum, administration and management. Currently, these include but are not restricted to SIMs; PsFinancials; Fronter; Parent Pay and Parent Call.
1.2 Identify technical and other problems with APS management information systems, including tracking and reporting, and determine the most cost effective and efficient ways to address these.

1.3 Promote the use of central information systems as the main source of data and information for all APS staff.

1.4 Assist in disaster recovery planning at APS as necessary.
2.  
Data

2.1
To ensure all required student information is gathered and entered into the relevant systems    including SIMS, but not limited to, attendance, assessment records, admissions and leavers, students’ progress, targets, exam results and timetables.

2.2
To have responsibility for ensuring that teaching colleagues have access to all data necessary to assist in raising progress levels of all students.

2.3
To oversee and ensure the production of clear, accurate, appropriate and timely data and reports to meet the needs of the Academy.

2.4
To ensure that the Academy is maximising the use of its data systems to support its day-to-day running.

2.5
To oversee the Academy’s periodic student reporting procedures.

2.6
To oversee the development of effective and efficient processes and systems for harvesting, analysing and deploying data.
2.7
To ensure all data protection principles and laws are in place and ensure compliance and safety of all data held.

2.8
To be responsible for ensuring all data input regarding collection, statistical returns in relation to student progress, attendance, census, examinations, assessment, ‘pupil premium’ are accurate and submitted on time.
2.9
To ensure all reporting returns to external organisations including all statutory returns are accurate and submitted on time.
2.10
To provide support and training for staff on issues relating to the MIS and to data.
3. Finance and budget management

3.1
Ensure all claims for APS learner related funding are accurate.
3.2
Brief the APS senior leadership team (SLT) on changes to the funding methodology as required.

3.3
Ensure all sources of relevant funding are optimised and received.
3.4
Advise on specifications for information systems requirements and to contribute to the production and evaluation of tender documents and returns.

4.   
Information management

4.1
Maintain a high level of knowledge of national, regional and local developments in secondary education, particularly multi-academy trusts
4.2
Maintain a detailed knowledge of all relevant funding agencies policies and procedures as they relate to funding learning, information and auditing requirements.

4.2
Support the provision of accurate, user-friendly and timely management information to internal and external audiences as required.

4.3 Maintain expert knowledge on information systems and technical developments.

4.4  
Produce regular, accurate and understandable performance indicators as required on learner information and funding from an historical, current, projected and planned perspective.
5.   
Other

5.1 
Act as Data Protection Officer for APS

5.2
To carry out duties of the post in accordance with the Data Protection Act, the Health and Safety at Works Act and other relevant legislation as well as governing Body policy.

5.2 
To implement the Trust’s equal opportunities policy in all aspects of the work and duties associated to the post as directed.

5.3
To support the Trust’s commitment to safeguarding and promoting the welfare of children in Trust schools.
5.4
To adhere to all procedures within the Trust to ensure the safety of all children.

Data Manager
Candidate Specification

	Area
	ESSENTIAL CRITERIA

	Knowledge


	· Detailed knowledge of SIMs, SLG, Nova T6, Groupcall, RM CC4, Fronter

· Understanding of the guidelines on funding and reporting

· Commitment to the safeguarding and welfare of students 


	Skills and Experience
	· Proven ability to input, manage and produce reports and returns using education systems and software
· Excellent communication and organisational skills being capable to manage time efficiently with a proven ability to meet deadlines

· The ability to be calm at times of pressure and patient when dealing with staff and students.
· Experience of resolving application and database issues

· Able to deliver good quality training and support to staff to maximise confidence in the use of data reports  
· Ability to communicate confidently with staff and to communicate complex ideas to non IT professionals with clarity

· Strong communication skills
· Advanced expertise in Excel

· Ability to work with complex data and produce detailed reports and analysis


	Qualifications and Education
	· A good standard of education
· Relevant qualifications in MIS and/or data reporting and management
· Commitment to continuous professional development
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Bidwell Gardens
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Tel:  020 8826 4880
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