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Data and Operations Manager

NJC 35 – 39 (£44,711 - £48,710)

Required for September 2025

Main purpose of the job: 

1. To work with the Headteacher to develop the overall effectiveness of the support staff team. 

2. To manage and provide pupil/student data, particularly in relation to internal and external assessments.

3. As a member of the school’s extended Senior Leadership Team, to take overall responsibility for the operational functions of the school.  

4. To ensure the effective deployment & management of all support staff.

5. To provide:

Data and Information Systems

· To be responsible for the design and maintenance of effective operational and administrative support systems and procedures in order to meet the efficient management needs of the school 

· To provide detailed analysis and evaluation of data and produce complex / detailed reports and information as required 

· Under the oversight of the Deputy Head (Quality of Education), manage and develop systems for the recording, analysing and reporting of pupil data, particularly in relation to internal and external assessment

· Collate accurate and timely reports including attendance, behaviour for evaluative purposes in order to affect improvements in practice

· Present school and student data in user-friendly formats to a range of stakeholders including but not limited to: parents/carers, students, colleagues, governors, commissioners and regulatory bodies

· Production of examination data and baseline test data as required by the Deputy Head (Quality of Education);

· To be responsible for the completion and submission of a range of complex forms, returns etc., including those submitted to the Department for Education, Local Authority and outside agencies 

· Act as school’s Data Protection Lead, working with the Trust’s Data Protection Officer (DPO). 

· Monitor compliance with the GDPR and other data protection laws, including managing internal data protection activities, advise on data protection impact assessments and train staff

Health and Safety

Act as the EVC (Education Visits Co-Ordinator).

Ensure the school meets its statutory obligations in all areas pertaining to health, safety and welfare at work, including statutory training and reporting. 

· Maintain healthy and safe working environments, ensuring that risks are assessed and managed effectively across all activity 

· Ensure that all staff receive suitable information, training, instruction and supervision to maintain their health, safety and wellbeing 

· Ensure that advice is sought from competent persons on legal requirements for health and safety, and on current best practice, and incorporate these into safety planning and management arrangements 

· Monitor the health and safety performance of the school, verify that policies and procedures are effectively implemented and that standards are being maintained and progressively improved

· Maintain accurate records and documentation, and report to the headteacher on matters relating to Health & Safety

 Marketing 

· Overseeing the engagement of the community through the school website and social media

· Ensuring that school promotional materials are developed and distributed

· Ensure that the website complies with regulatory requirements 

· Ensure the school is positively marketed and coordinate newsletters, website, press releases and social media

Transport 

· Manage the school bus operations including sharing of timely information with parents/carers, ensuring the website transport page is up to date, managing communication with the bus companies/providers.

PFI

· To support the Headteacher and Finance/Business Manager with the handover from PFI

Personal and professional standards 

· Support the aims and ethos of the school as defined in the school vision and values. 

· Maintain confidentiality at all times.

· To set an excellent example in terms of professional dress and appearance, punctuality and attendance. 

· Take responsibility for personal development making full use of the school’s professional development opportunities and training.

· To participate in performance appraisal, as required by the school’s policies and practices

· To attend team and staff meetings and training as appropriate, contributing actively whenever possible. 

· To provide a courteous, prompt and polite service to all members of the school community including parents, students, all staff and visitors.

· Support whole school activities or events such as open events and staff meetings.

· Be aware and comply with all relevant policies and procedures within the school particularly those relating to child protection, equality, health and safety, code of conduct and confidentiality. It is the duty of all colleagues to report breaches of school policies or procedures to the Headteacher. 

Person Specification 

The below is not an exhaustive list, nor is it essential to have detailed experience or expertise in every area. Most importantly we are looking for candidates who have the ability to support our vision and values and are keen to learn and develop themselves. It is important that there is a commitment to the education of young people and a desire to help them to achieve their potential and enjoy the educational journey, as well as a strong background in operational management.

Qualifications and knowledge 

· First degree or equivalent 

· Further business-related qualifications desirable 

· Understanding of safer recruitment and safeguarding 

· Knowledge of Health and Safety regulations and practices desirable 

· Knowledge of Data Protection

Desirable Skills and experience 

· Proven track record of achievement in a senior role

· Strong project skills and change management experience 

· Good interpersonal and communication skills

· Ambitious, both personally and for the school 

· Able to inspire, challenge, motivate and empower others 

· Good at thinking creatively to anticipate and solve problems 

· Negotiation skills 

· Demonstrates energy, enthusiasm and integrity 

· Good organisational skills and ability to implement efficiencies 

· Ability to see the big picture whilst not losing sight of the details 

· Excellent numeracy, literacy and IT skills
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	                           Skills and experience

	Proven track record of achievement in a senior role

Strong project skills and change management experience 

Good interpersonal and communication skills

Ambitious, both personally and for the school 

Able to inspire, challenge, motivate and empower others 

Good at thinking creatively to anticipate and solve problems 

Negotiation skills 

Demonstrates energy, enthusiasm and integrity 

Good organisational skills and ability to implement efficiencies 

Ability to see the big picture whilst not losing sight of the details 

Excellent numeracy, literacy and IT skills
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Headteacher: Mrs. J Ogunmyiwa
Registered Office: Wirral Grammar School For Girls Ltd., Heath Road, Bebington, Wirral CH63 3AF 

Tel: 0151 644 8282
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