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ARCHBISHOP TENISON’S CE HIGH SCHOOL

JOB PROFILE

	Job Title:


	Management and Information System (MIS) and Data Officer

	Salary Scale:


	APT&C Grade 6 (Points 18 – 20 £30,699-£31,731.00)   


	Hours:
	36 hours per week (term time plus 2 weeks) 

(Flexibility with start and finish time to be discussed at interview)


	Reports to:


	Assistant Headteacher - Learning, Assessment, Data and Progress​ 

	Review Date:
	January 2024

	Role Purpose and 
Role Dimensions:
	· Organise and manage the School Information System (SIMS) and contribute to the planning, development and monitoring of support services
· Take lead responsibility for SIMS data entry and management and associated returns

· Administer all data and reporting related to pupils and students academic journey

· Administer the achievement, behaviour and detentions systems in the school information system
· Administer the timetable and maintain its integrity

· Administer the school census and ensure the integrity of the return
· Produce appropriate reports for the senior leadership team as required



	Key External Contacts:
	· Croydon LA
· DfE


	Key Internal Contacts:
	· Assistant Headteacher with responsibility for Learning Assessment, Data and Progress
· Senior Leadership Team (SLT)
· Office Manager

· Heads PA
· Teachers
· Other support staff using SIMS 

	Financial Dimensions:
	· Advice to the senior leadership team

	Key Areas for Decision Making:
	· Quality and accuracy of information provided by the school for staff, pupils, parents and others through the school’s information management and other related systems
· Proof-reading and checking of published documents and school data

· Judgement of appropriate nature and level of response to queries, anxieties and concerns expressed by staff or others related to timetabling or the use of SIMS
· Best practice for the systems used to enable the Senior Leadership teams strategic vision to be realised.

· Ensuring the schools data does not breach UK GDP regulation

	
	


KEY ACCOUNTABILITIES
1. Management
· Hold regular meetings with immediate colleagues to inform and support them in their work with SIMS and administrative responsibilities

· Provide training, guidance and advice for all staff using SIMS and advise the Assistant Headteacher on matters of policy with regard to its operation

· Assist the Assistant Headteacher in turning the school’s curriculum plan into a workable timetable; understand the implications of different timetabling options and produce different working models for further discussion, as required

· Help to create and maintain a purposeful, orderly and productive working environment within the school’s online areas.
2. Administration
· Take a lead role in the development and maintenance of record/information systems, attendance, rewards and sanctions, census, detentions and associated information
· Contribute to planning, development and organisation of systems/procedures/policies and events

· Responsible for maintaining records, information and data, producing analysis and reports as required
· Responsible for setting up and checking assessment reporting in SIMS
· Support the Assistant Headteacher in ensuring reports are sent out to parents in a timely fashion
· Provide specialist advice and guidance as required

· Ensure that the different modules of SIMS used by the school are kept up to date and that data entry across the whole system is consistent
· Ensure all other systems linked to SIMS are kept up to date and that data entry across the whole system is consistent
· Inform and provide SLT with specialist detailed information and reports as required
3. SIMS
· Enter data onto the school timetable

· Help model and produce draft versions of the timetable as directed by Deputy Headteacher
· Allocate rooms for lessons and especially for planned events and communicating this appropriately

· Print and distribute timetables for staff, pupils and students

· Respond to queries, amendments and updates to timetable information

· Make changes to the timetable through the school year as needs arise (e.g. maternity cover)

· Maintain accurate records of which students are in which classes, check and update as necessary

· Administer the Options process where Year 9 choose GCSE courses and identify the best fit for their choices

· Prepare the new academic year on SIMS, promoting all pupils and students into their new year groups

· Maintain accurate records of staff absences, booking supply staff and liaising with cover supervisors
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