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GEORGE MITCHELL SCHOOL
JOB DESCRIPTION

JOB TITLE:	Data Manager 
	36 hours per week. Term time only plus 10 days
GRADE:			SO1 (point 23-25)
REPORTING TO:		DHT & Headteacher


PURPOSE OF THE JOB:
Maintaining the school’s Management Information System (MIS) and providing high quality data analysis to school leaders across a range of metrics across nursery, primary and secondary phases, to include student progress, attainment and behavior.

In view of the nature of the post and the environment in which the post holder works, the maintenance of confidentiality in all aspects of the job is essential.

MAIN DUTIES:

· Being the appointed person responsible for all data on school’s MIS across Nursery, Primary and s
Secondary phases
· To ensure internal data systems are set up and in use by all departments and phases. Liaising with Middle Leaders and the Senior Leadership Team appropriately.
· Organise the collection of internal assessment data for Nursery, Primary and Secondary through the creation of SIMS mark sheets/grade sets/aspects/results sets and 4matrix.
· Coordinate the production of school reports, assessment boards and student data cards in line with the school calendar.
· To manage student target grades, collating data from external providers, e.g. FFT and internal assessments across Secondary. 
· Undertake quality assurance methods to ensure the integrity of the data at all times.
· Maximise the use of SIMS Assessment Manager.
· Generate and produce progress reports for Middle Leaders and SLT for their termly analysis issued in accordance with the assessment calendar for all students across Nursery, Primary and Secondary and when otherwise required.
· Generate relevant analysis to support the Leadership team in tracking student progress across Nursery, Primary and Secondary.
· To produce Governor summary reports as required (in line with calendared Governor meetings).
· To analyse and check data from national sources such as data checking exercise and JCQ.
· Maintain the MIS, ensuring a high level of data quality and that all housekeeping is carried out, ensuring starters and leavers processed, school term dates entered and the creation and maintenance of school events
· Liaise with the SLT member in charge of timetabling regarding annual year group promotions, creation of new academic years and maintenance of timetables and student memberships.
· Monitor return deadlines for data returns for nursery, Primary and Secondary Phase.
· Provide training for staff on school systems and how optimise their use.
· Provision of data analysis, to analyse overall school data and performance.
· Manage system permissions, issuing passwords and ensuring all staff have correct access rights.
· Be accountable for completing the school census returns.
· Support senior leaders in both phases in creating pupil and staff timetables.
· Support the Cover Officer as reserve when required
· Be aware of developments in school data and national data initiatives and make recommendations to the Senior Leadership Team about any necessary improvements.

TIMETABLING
· To co-construct the academic year teaching timetables with the Assistant Headteacher (i/c of Timetabling)
· To have day-to-day overview and administration of timetabling including preparing the timetable model in the MIS system for the Senior Leadership Team, allocation of teaching spaces to staff and identification of issues and gaps within the timetable that need to be considered by the SLT
· To manage in-year timetable changes due to changes in the curriculum or staffing resources as required

EXAMINATIONS AND ASSESSMENT
· To work in partnership with the Examinations Manager to ensure internal and external assessment data is accurately processed and analysed
· To support the work of faculties and year teams in developing and maintaining their own ICT based assessment and recording systems. This may include setting up spreadsheets or Sims mark sheets for recording data, in addition to using advanced formulas, look up tables, conditional formatting and calculated fields to interpret the data, predict grades and highlight student performance
· Manage the analysis of exam results - convert non-GCSE data to equivalent GCSE grades and points, calculate class and subject residuals where these are not available in Exams Organiser.  Calculate the school percentage of 1-9 grades and make this available to the Headteacher, LA and other official bodies

ICT
· To co-ordinate the school's ICT based systems of reporting, target setting and review, producing reports for a range of audiences and informing tutors, subject teachers and parents/carers about each student's progress, liaising with the ICT Systems Manager as required 
· To support colleagues in the use of spreadsheets, word processing and database packages 
· To liaise with members of the SLT and be responsible for the organisation and development of computerised recording and reporting systems in order to support the needs of teachers and learners.  Advise SLT about findings from data analysis and its implications
· To work with the ICT core group to support the MIS aspects of the school’s in-house ICT service
· To liaise with the ICT Systems Manager and/or any third- party support providers to ensure the smooth updating of all MIS software
· To coordinate patches and upgrades to the SIMS/FMS databases in partnership with our SIMS Support provider and ICT Systems Manager

OTHER ADMINISTRATIVE DUTIES
· In the absence of the Cover Officer and Examinations Manager, to cover aspects of the cover administration role in liaison with the Cover Supervisors and the member of SLT in charge of cover 
· To ensure availability during term-time holidays in critical weeks when examination results are released and analysed
· Be aware and comply with policies and procedures relating to Safeguarding, Equal Opportunities, Behaviour for Learning, Health and Safety, security, confidentiality and Data Protection, reporting all concerns to an appropriate person
· There is an expectation to attend all key school events out of hours as detailed in the school calendar e.g. Open Evenings, all faculty and staff meetings and the relevant twilight inset sessions

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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Person Specification

	Attributes
	Essential
	Desirable
	Method of Assessment

	Education & Qualifications
	· Sound educational background including GCSE Maths and English (A*-C)
	
	 Interview/Task

	Knowledge & Experience
	· Experience of delivering to deadlines and achieving set targets to a high standard.
· Experience of allocating and prioritising workload effectively to gain maximum productivity.
· Strong IT Skills including Microsoft PowerPoint, Excel, Word and Outlook
	· Experience of working in a school environment.
· Experience of working with confidential information.
· Awareness of current issues in the Education.
	 Interview/Task

	Skills
	· Knowledge of relevant SIMS modules.
· Excellent planning and organisational skills.
· Ability to work independently to organise own workload.
· Strong interpersonal skills.
· Highly motivated individual with an innovative approach.
· Problem solving and analytical skills.
· Ability to evaluate processes and identify improvements.
· Ability to demonstrate engaging oral and written communication.

	· Working knowledge of school administration procedures.
· Exams experience.
· Advanced in the use of Microsoft Excel.
	 Interview/Task

	Other Qualities
	· Ability to make effective decisions.
· Ability to work accurately and methodically.
· Excellent time management.
· Ability to remain calm under pressure.
· Flexible
· Good team player.
· Willingness to undertake further training
· Commitment to safeguarding & promoting the welfare of children.

	
	 Interview/Task
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