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JOB DESCRIPTION
Job Title: Assessment Data & Curriculum Administrator
Level: Grade 6 point 19-23 
Responsible to: Vice Principal
Key Purpose:
· To lead the collection, analysis and reporting of assessment information to relevant stakeholders throughout the academic year.

· To play a role in the continued development of systems relating to recording student progress across the school which will be accessible to parents/carers on-line

· To develop enhanced pupil tracking systems and to advise Curriculum Area Leaders in their effective use.
· To play a role and assist in the development and implementation of all curriculum administration including timetabling
Assessment
· Management of whole school termly assessment data collections, producing statistical analysis 

· Responsibility for designing and collating student assessment reports to ensure they are accurate and produced to the published timetable

· Ensure Curriculum Leaders have validated assessment reports 

· Produce Statutory reports to parents

· Submit Statutory Return to DCSF

· Responsibility for accurate data entry of student target data in SIMS  

· Manage and upload assessment data for use in SISRA (school results analysis software) ensuring accuracy

· Obtain KS2 validated results for new starters

· Respond to parent queries at parent assessment evenings

· Analyse data for micro populations as required
· Configure school software in order to meet government On-line parental reporting agenda 

· Use pupil data to select target group as a parent focus group for on-line reporting

· Develop and deliver training notes for parents to access on-line reporting

· Feedback and development for on-line reporting

Curriculum Support

· To support the Vice Principal Curriculum in processing data for the options process at KS4. 

· To be responsible for student data entry for the new timetable.

· To be responsible for entering timetable data for mid term admissions.

· To be responsible for altering timetable data for set changes. 

· To contribute to the development of the curriculum timetable for each academic year across all key stages
Student end of year reports
· Responsibility for designing and collating student end of year reports to ensure they are accurate and produced to the published timetable

· Ensure Curriculum Leaders validate end of year reports

· Configure and design SIMS Profile module and deliver training to teaching staff 


Software Support
· Design and deliver SIMS training notes on SIMS modules. For example assessment, behaviour, attendance

· Provide software support for SIMS modules as required. For example behaviour, attendance

· Development of advanced reports within SIMS. For example behaviour reports for Head of House

· Produce data analysis of behaviour incidents for Principal 

· Produce action list for implementation of SIMS behaviour and attendance modules

· organise external training sessions

· check actions had been completed before deadline

· assist Systems Manager with SIMS module setup

· provide user support during implementation week and ongoing ad hoc

Other
· To support team members as required
· To carry out other duties that may be reasonably allocated within the remit of the post by the Principal.
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