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ARCHBISHOP TENISON’S C.E SCHOOL

APPOINTMENT OF MANAGEMENT AND 
INFORMATION SYSTEM (MIS) AND DATA OFFICER



Job Title:		MIS and Data Officer 

Salary:   		Grade 6 Scale 18-20 (£30,699.00 to £31,731.00 (pro-rata)

Job term:		Term time only, to include staff training days, plus 2 weeks

Hours:	38.5 Hours per week which includes ½ hour unpaid lunch per day (36 hours paid) 
	(flexibility with start and finish times - to be discussed at interview)

Contract Type:	Permanent (review date January 2024)

Closing Date:		Monday, 25th September 2023 

Interview: 		tbc 


[bookmark: _Int_JyAGozxq][bookmark: _Int_wPtAK82s]The Governors wish to appoint an MIS and Data Officer to oversee and manage the School Information System (SIMs), create and amend timetables, prepare the school census and reports (see job description). Knowledge of SIMs or similar system is desirable.

Candidates must have excellent attention to detail, organisational and communication skills and will be expected to be computer literate including the use Office 365. Experience of working to deadlines and experience of working with a variety of individuals in a busy environment is essential. 

This position has become available due to the current post holder retiring. 

The school is committed to safeguarding and promoting the welfare of children. Any successful candidate will be required to undertake an enhanced Disclosure check by the Criminal Records Bureau.

To apply for this position, please visit www.archten.croydon.sch.uk  and complete the Support Staff Application Form.















Visits are welcome. Please contact Mrs Joan Andrew, Headteacher’s PA via patoheadteacher@archten.croydon.sch.uk to arrange a convenient date and time.
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