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JOB DESCRIPTION
[bookmark: _GoBack]

	Post Title:
	Data and Assessment and Manager

	Salary:
	Grade 6
	Hours:
	36.40 per week TTO plus 15 days (Full time may be considered)



	Purpose of post
	· To design and deliver high quality and accurate assessment reports and data to enable the effective tracking of pupil progress and attainment to support them achieve their maximum potential
· To develop, enhance and maintain the effectiveness and accuracy of the MIS systems in school
· To oversee the smooth running of school internal and external examinations, ensuring that all examinations comply with school and examination board policy.

	Key areas of responsibility
	· Assessment and reporting
· Support the senior staff in the development and provision of data for analysis.
· Work with departments to create and develop their approach to data collection and analysis, and ensure timely data entry for reports.
· To assist in target setting and produce detailed analysis of performance for a variety of parties including the Headteacher, OFSTED, LEA and Governing Body.
· Prepare strategic and operational data for curriculum leaders.
· Exercise developed training skills to facilitate the use of complex data by non-data experts to drive improved performance. 
· Be responsible for the production of progress checks and reports for students.
· Create and develop systems to enable the effective monitoring of vulnerable students.
· Manage the creation and maintenance of grade sets, mark sheets and report templates and other areas of Assessment Manager.
· Manage the school‘s assessment and progress tracking systems (SIMS Assessment Manager) including the capture of grades from teaching staff. 
· Maintenance of SISRA & APA Pro including uploading timetables, datasets, assessments, and main timetable changes.
· Ensure that reports include up to date data from progress tracking.
· Manage processes to quality assure pupil reports.

· Examinations
· Oversee the entire organisation associated with examination entries and examination results.
· Support the Assistant Data Manager in providing an effective and efficient examinations system.
· Aid in the analysis of examination results.

· Data management
· Ensure school recording, data capturing systems and staff behaviours are compliant with GDPR. 
· Coordinate the response to any subject access or information requests.
· Act as Data Protection Officer for the Dovestone Learning Partnership.
· Liaise with SLT link to maintain a clear understanding of the Data Protection Act and the implications that it has for managing school data.
· MIS lead – oversee the Management Information Systems (including SIMS, Sisra, CPOMS and any other systems used for storing and manipulating key data) used within the school, facilitating the effective use of these tools enabling staff to deliver the school’s strategic outcomes. 
· Development – anticipate future needs, in the context of the school’s Development Plans; working closely with the IT Manager & SLT link to construct an MIS Development Plan; liaising with staff in charge of areas affected by MIS on future developments and planning; constructing and presenting the Development Plan and proposals to Senior Managers.
· Training – planning and coordinating MIS specific training for teaching and non-teaching staff; conducting training at Saddleworth, as necessary, oneself or as part of a wider training team.
· Maintenance – ensuring that the data structures are adequate to the task, including the integrity, consistency and coherence of aspects and the data themselves; keeping the data as up to date as possible; working with the IT Manager to maximise the user experience of MIS; supporting key MIS users.
· Review – monitoring the effectiveness of the MIS implementation and usage, and feeding back findings to inform planning.
· Manage the budget for assessment and examinations.
· Oversee the day to day management of the timetable and curriculum within the MIS. Manage the maintenance of rooms, classes, teachers and subject information within SIMS.
· Oversee the management of student information, including the collection of information for new starters.
· Support the delivery of the school census and school workforce census.

· Supervision
· To undertake a range of line management duties for staff responsible for, including assisting with recruitment and selection, inductions, allocation of workloads, absence management, performance management and undertaking development reviews.


	General Responsibilities

	· To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.
· To uphold and promote the values and the ethos of the school.
· To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.
· To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.
· To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.
· To attend and participate in relevant meetings as appropriate.
· To undertake any other additional duties commensurate with the grade of the post.


	Contacts

	Pupils, staff, parents, carers and guardians, and visitors to the school


	Relationships to other posts within the department

	Line managed by: Assistant Head teacher/Business Manager
Supervision given to: Assistant Data and Assessment Manager, Data and Assessment Assistant, Exam Invigilators

	Special Conditions
	DBS Disclosure required - Enhanced

	Job Description Review
(This job description may be reviewed at any time, subject to the needs of the school, and amended in consultation with the post holder).
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