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Job Description

[bookmark: _GoBack]Job Title:	Data Manager

Purpose of Role:
	
· To manage the collection, analysis and reporting of all student assessment data, meeting demanding targets for promptness and accuracy.
· To manage the collection, storage and handling of data related to students in the school in line with GDPR Policy documents.
· To analyse data as required for management information and to complete statutory data collection returns.
· To assist in timetabling and curriculum management processes throughout the year.

Line Manager:		Assistant Headteacher (Assessment, Recording and Reporting)

Line Management:	None presently

Grade:			£24,174 - £27,358

Contract Term:		Permanent

Contract Type:		Full time

Key Responsibilities:	

· Engagement with the AHT (Assessment, Recording and Reporting) on the development and shape of data analysis and reporting, including:
· Awareness of developments and alternative approaches to assessment and related data.
· Awareness of DfE and OFSTED requirements (current and emerging).
· Awareness of systems potential and constraints.
· Understand the requirements for scope and frequency of student assessment.

· Design of data collection procedures and configuration of systems tools, e.g.:
· Configuration of Assessment Manager in SIMS.
· Maintenance of marksheets.

· Manage the Assessment Manager modules, setting up templates and reports and providing staff with reports produced from stored data on request:
· To prepare assessment and reporting systems for staff data input.
· To ensure all data for reports and assessments have been collected liaising with   staff as necessary to ensure adherence to pre-agreed deadlines.
· To ensure KS2 data and other assessment data is entered into Assessment Manager.
· To analyse reports and assessment data and prepare reports for the Senior Leadership Team as requested.
· To produce and analyse target and forecast grades.











· Collection, collation and storage of assessment data:
· Ownership and management of end-to-end process.

· Data analysis and reporting, including:
· Performance summaries for different groups, from different perspectives and for different audiences (including Governors, Senior Leadership Team, DfE, OFSTED, Curriculum Leaders, teaching staff, website)
· Configuration and maintenance of analytical tools (e.g. SISRA & ALPs)
· Production of bespoke reports using e.g. Excel

· Production and distribution of parent reports:
· Design and agreement of reporting templates.
· Assembly of reports.
· Helping staff to understand assessment data.
· To check the accuracy of all reports before they are sent out to parents.

· Maintenance of timetable:
· Work alongside Deputy Head (Curriculum) to maintain the timetable and ensure regular housekeeping of timetable systems.
· Set up and maintain student timetables.
· Ensure the data required for census returns are accurately maintained and to carry out census returns during the year.

· Performance reports:
· To produce monthly reports for the Senior Leadership Team on attendance, inclusion data, exclusions and other key performance indicators (KPIs).
· To produce an analysis of data from each reporting cycle for the SLT using the agreed proformas.

· Safeguarding responsibilities:
· To behave at all times in a manner consistent with school’s commitment to uphold the highest standards in safeguarding and promoting the welfare of children.
· To complete all training and maintain any qualifications regarding safeguarding which the school requires.
· To follow the school’s policies and procedures in respect of safeguarding.
· To understand and follow the guidance that you will receive on how to report any safeguarding/welfare issues that come to your attention, and never to ignore any such issues.

· Other:
· This role, like all others, will change over time as requirements change, and this job description is not intended to be a rigid process manual.
· Reasonable adjustments may be made to this Job Description by the Headteacher, following discussion with the post holder. 
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