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ROLE PROFILE 
[bookmark: _GoBack]Post:	SIMs Assessment Officer (fulltime), term-time plus 8 weeks; 2 of which are to be worked leading into start of new academic year.
Responsible to:	Schools Academic Support & MIS Development Manager and ultimately Schools Business Manager

General Description
Working under the direction of the Schools Academic Support & MIS Development Manager (SAD & MIS Dev Manage), to ensure efficient and effective administrative support.

Main Responsibilities - This job description indicates only the main duties and responsibilities of the post. It is not intended as an exhaustive list

· To support the SAS & MIS Dev Manager to continually improve the School’s MIS in all areas, including creating reporting and analysis tools and templates and ensure the data held on the MIS is secure, accurate and complete.
· To co-ordinate accurate completion of DfE and ISC annual census’
· Support the Schools Academic Support & MIS Development Manager in maintenance of the school timetable (T6) throughout the academic year, including any re-rooming or carousel requirements, and to manage all alternative curriculum needs.
· To help manage the smooth transition from one academic year to the next within all areas of MIS, ensuring completion of all year end procedures and production of pupil timetables in preparation for the start of the new year.
· Construction and maintenance of pupil timetables.
· Support with all Teacher cover requirements within MIS.
· Production of all teaching staff mini-duty rotas within T6.
· Oversee all assessment reporting areas, ensuring accurate production of pupil reports and analysis of data from the MIS.
· To help with production, checking, printing/emailing of termly pupil reports, including creation and maintenance of aspects, marksheets, templates, individual reports etc. as required.
· Creation and maintenance of Departmental assessment marksheets involving use of formula aspects.
· Create alternative curriculum timetables in T6.
· Letter writing, mail merges and emails on a daily basis including use of SIMS InTouch and email system.
· Production of various reports as required by your Line Manager, produced from the schools MIS.
· Electronic filing of students’ information.
· To attend appropriate professional development courses as and when required.
· To provide cover within the Admin team as required.
· Other occasional reasonable duties as may be requested by your Line Manger or Headmaster.

Reporting & Communication
· Schools Academic Support & MIS Development Manager.
· Schools Business Manager.
· Headmaster.

Health & Safety Duties – An awareness of safeguarding duties is a pre requisite 
· Awareness of health & safety as applied to the role.
· Awareness of safeguarding responsibilities applied to the role.

Personal Qualities
· Strong organisational skills and attention to detail.
· Ability to prioritise work and work largely unsupervised.
· Ability to work constructively as part of a team or as an individual.
· Confident dealing with people at all levels.
· Able to multi-task.
· Able to meet deadlines.
· Able to work under pressure.
· Calm and responsible.

Qualifications and Experience
· Previous school administration experience.  It is not expected that the candidate will be able to undertake the entire range of tasks without further training.  Previous specific SIMS capability will be rewarded accordingly.
· A good working knowledge of SIMS Assessment, good IT skills including knowledge of Word/Excel and Microsoft Outlook.
· Relevant level of academic qualifications.
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