[image: ]EDEN PARK HIGH SCHOOL	

JOB DESCRIPTION: DATA MANAGER 

Title: 			Data Manager
Scale:			Scale 10, Point 33 – Point 37 (£38,883pa - £42,853pa)
Conditions:		Permanent 36 hours per week / 52 weeks per year
Line managed by: 	Head Teacher / Deputy Head Teacher
Line management of:	Exams Officer and Attendance Officer


JOB PURPOSE
· To lead on the School’s use of Arbor and data across the School, developing the use to promote efficient and effective management of information within the School.
· To produce and develop clear, concise, and accurate information reports to raise standards.
· To lead on all School data returns (including school census and school workforce census, Sept Guarantee, sixth from return), ensuring that they are accurate and submitted on time.
· To develop, monitor and maintain the School progress reporting systems and procedures. 
· To work with the Headteacher’s PA to manage the School diary, including to lead on cover for absent teaching staff.
· To manage the School Admissions process both Year 6, and In Year, and including appeals.
· To support timetable through maintaining it during the year through an agreed process.
· To lead the work of the Exams Officer and Attendance Officer.
· To lead on aspects of support staff CPD in relation to the use of Arbor and other management information systems as required. 
· To line manage staff as directed by the Headteacher.
· To support SLT to analyse data to raise standards.

RESPONSIBILITIES
· Lead on the continued implementation and use of Arbor and associated data analysis tools for the recording and export of student assessment data, including the capture of grades from teaching staff, aspects, results sets, templates and reports.
· To be responsible for maintaining all student course and school data within Arbor including student class assignment, the transfer of student data between all external and internal systems, and the export of internal assessment data for analysis.
· To be responsible for setting up all Arbor users with appropriate levels of permissions as advised by the line leader, and to take a lead role in the training and development of staff in using Arbor to ensure its applications are fully exploited.
· To lead on end of year processes including the creation of the new academic year, pastoral structure, pre-admissions, new student admissions, leavers, and student class assignment to ensure the School is ready for the new academic year.
· To maximise the functionality of Arbor to ensure the easy capture of data and so to reduce workload and enable the School to be compliant with various workforce agreements.
· Ensure that Arbor and associated applications are fully operational and working with IT Technical support as required.
· Keep abreast of current guidance, requirements, and good practice in relation to Information Systems developments and the effective use of data.
· Maintain a detailed working knowledge of all areas of Arbor and associated systems.
· Maintain a clear understanding of the Data Protection Act and the implications that it has for managing school data.
· To be accountable for the quality of data systems within the school and for the quality of data prepared for a range of stakeholders including Governors and parents.
· To respond to educational developments which have implications for data management and analyses of student assessment data.
· Support the school’s teaching staff in the development, provision, and use of all student assessment and progress data for the purposes of planning, grade tracking, analysis and raising standards.
· Prepare complex strategic, operational, and analytical reports for the Senior Leadership Team, Faculty Leaders and Governors.
· To monitor the use of data in the school including collecting feedback from users and evaluate both the provision and its quality and use these findings to create action plans for continuous improvement. To be responsible for the implementation of these plans.
· Carry out all work involved with creating the school statutory returns including School Census and the Work Force Census, ensure that the data returns are accurate and submitted ahead of deadlines. Support and train staff in similar roles at different schools.
· Maintain the learning aims of Post 16 students ensuring the validity of all data as this informs all funding for the Sixth Form.
· Liaise with the Standards and Testing Agency, LRS, DfE as required.
· To lead the setup, maintenance, collation and production of reports.
· Ensure that reports include up to date data from progress tracking and arrange the distribution of all progress reports to parents and staff.
· Coordinate the annual assessment schedule and the availability and completion of report data with the Deputy Headteacher.
· Manage processes to quality assure student reports.
· To ensure target setting is updated as requested
· Produce daily cover sheets informing staff of absent colleagues and assigning cover lessons to those available using Arbor, ensuring that all staff that have been assigned a cover lesson are aware that they are on cover.
· Provide the Headteacher / Business Manager with detailed absence and cover reports as required to inform return to work and HR meetings and inclusion in Governor Reports.
· Liaise with Examinations Officer, CPD Co-ordinator, HR, School Visits Co-ordinator, Senior Leadership Team, Finance, and other staff as appropriate, with regard to cover requirements, implications, staffing and re rooming.
· Manage and maintain the Admissions process including waiting lists, interviews, appeals appointments and offers.
· Liaise with the Exams Officer to assist with routine tasks throughout the year when required.
· To undertake such other tasks as may be required from time to time consistent with being a member of the Associate Staff Team.
· Undertake training to develop further all aspects of the school’s data management systems, and to assist in the training of other staff.

General Responsibilities
· Promote the school’s values and ethos in accordance with the School’s Professional Code.
· Identify personal training needs with line manager and work actively to develop professional expertise by participating in on-going professional development.
· Support the professional development of colleagues.
· To ensure that the personal knowledge base of your reviewees is in keeping with the school’s needs.
· Comply with all School policies and the Staff Code of Conduct.

This job description will be reviewed annually as part of your Professional Review Meeting.


PERSON SPECIFICATION

Qualifications, experience and professional expertise:
· experience of working in a busy and demanding office environment
· have 5 GCSEs A*-C including Maths and English.
· excellent ICT skills, particularly Microsoft Office packages
· have experience of working with Arbor systems
· Have experience and knowledge of school accountability measures and statutory reporting

Management skills
Ability to:
· work effectively within a team
· prioritise, plan and organise
· set high standards and provide a role model for students 
· use ICT for efficient and effective management and administration
· deal sensitively with people and resolve conflicts
· seek advice and support when necessary

Decision-making skills:
Ability to:
· make decisions based on analysis, interpretation and understanding of relevant data and information
· think creatively and imaginatively to anticipate and solve problems and identify problems
· demonstrate good judgement

Communication skills
Ability to:
· communicate effectively in person, on the telephone and in writing to a range of audiences
· negotiate and consult fairly and effectively
· manage good communication systems

Self-management skills
Ability to:
· prioritise and manage own time effectively
· work under pressure and to deadlines
· achieve challenging professional goals
· take responsibility for own professional development

Personal qualities and attitudes:
· a commitment to comprehensive education
· evident enjoyment in working with young people
· ability to inspire confidence in staff, students and parents
· determination to succeed and the highest possible expectations of self and others
· adaptability to changing circumstances and new ideas
· ability to manage and overcome setbacks
· reliability, integrity confidentiality and stamina
· personal ambition and potential for further promotion
· an excellent record of attendance and punctuality
Code of Practice on English Language Requirements
Ability to: 
· speak with confidence and accuracy, using accurate sentence structures and vocabulary.
· listen to stake holders and understand their needs.

Eden Park High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment
      

image1.png




