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DATA MANAGER – JOB DESCRIPTION

	Job title:
	Data Manager


	Job purpose:
	To provide a service designing and delivering high quality and accurate reports and databases.
To support and enhance the school’s MIS systems and e-learning platforms.
To work with stakeholders to develop and support websites and databases that underpin the school’s communication and development strategies. 


	Reporting to:
	Head of IT


	Term:	
	Permanent post


	Salary:	
	£50,000 - £55,000 depending on experience


	Start date:	
	ASAP


	Hours: 	
	8am to 5pm, Monday to Friday in term time. 9:30am to 4:30pm, Monday to Friday during school holiday periods. This is an all-year position, working during term time and school holidays. Occasional Saturday mornings and evenings may also be required.


	Benefits:
	· A generous annual leave allowance (33 days plus UK bank holidays)
· Defined pension contribution scheme, with up to 14% employer contribution and life insurance cover. 
· The school operates salary exchange, and any employer National Insurance savings are passed back to staff as an additional pension contribution
· Salary sacrifice childcare vouchers through TEDS Premier (subject to eligibility criteria)
· Free lunches
· Simply Health healthcare plan, including flu jabs, online GP service and counselling
· Discounts in local shops, restaurants and businesses
· Season ticket loans and ride to work scheme
· Training and development support


	Closing date: 	
	Sunday 19 April 2026


	
	Do note that interviews may be held at any stage after applications are received, so candidates are advised to apply as soon as possible. We may close the vacancy earlier than the specified deadline if the right candidate is found.



The role
The Data Manager is a key role within the school, providing high quality, accurate and comprehensive reporting along with a robust structure around data. The successful candidate will be confident using SQL databases, producing SSRS Reports, developing Power BI dashboards; and manipulating and analysing data. Working collaboratively with the academic management team, support staff and the IT team, the postholder will contribute to a collective high standard of customer service to teachers, pupils and support staff.  

The right person for this role will combine a meticulous approach to data checking and quality with an excellent understanding of the way that IT can underpin management decision making and processes. They will bring excellent skills in SQL Query writing and, producing reports and report dashboards. Most importantly, the right candidate will work with the Head of IT to deliver a high standard of service and safeguarding for our school. 

You will work closely with the Director of Studies and the academic management team, planning the best ways to design reports and databases to deliver the right information at the right time. You will be responsible for supporting mainly MS SQL databases, creating complex reports and publishing reports to the report server using SSIS, SSRS and Power BI along with other data tools.

You will be a key user and driver of enhancements to the school’s main MIS system (iSAMS) as well as the school’s e-learning platform (Firefly) which also acts as the main portal for staff, pupils and parents to access key school documents and resources.  You will lead on a range of projects to develop and support the websites and databases that underpin the school’s communication and development strategies. You may periodically be required to develop web-based applications and dashboards. Excellent knowledge of SQL query writing and Visual studio is required.

Main duties and responsibilities

1. Liaising with the Academic management team and Support Departments across the school, establishing detailed plans for reporting and data management, ensuring that data tasks are completed according to agreed deadlines.
1. Taking responsibility for the school’s databases and management of the Data warehousing, data pools and servers containing data.
1. Developing the Power BI deployment for the school.
1. Undertaking a range of data-related projects, for example:
3. Extracting data and producing reports to specific requirements.
3. Creating reports and templates and publish on SQL report servers.
3. Producing real-time report dashboards.
3. Supporting exams office with public exam data analysis.
3. Submitting the annual ISC & DFE census.
1. Managing the school database system (iSAMS) and supporting staff with day-to-day usage such as:
4. Creating Internal Exam ’Programmes’ and ‘Papers’ in iSAMS 
4. Creating Termly Reporting Cycles 
4. Preparing & performing the annual Rollover of students and academic timetable in consultation with relevant staff
4. Ensuring accuracy and completeness of pupil, staff, and family records.
4. Overseeing and supporting the flow of data between EMA (our teacher-facing platform) and iSAMS.
1. Liaising with iSAMS and other third-party suppliers for support (and similar for other data systems) where needed to resolve problems or improve and develop functionality.
1. Ensuring the integrity of the school’s databases through regular review, verification, and data cleanup to assure accuracy and efficiency, ensuring periodical backups are completed for platform and retention of legacy systems in conjunction with the school’s retention policy.
1. Following best practices to ensure quality, compliance, testing, usability, accessibility, and responsiveness.
1. Holding regular staff training/workshops to better support all staff (support/teaching) with best practices with data related software and raising awareness of data procedures and protocol. 
1. Managing IT Helpdesk tickets around data related queries and requests.
1. Working flexibly to respond to evolving data needs, and to proactively identify and correct issues that may arise.
1. Ensuring that GDPR requirements in relation to data management are consistently maintained via documentation, holding frequent workshops to better develop knowledge and understanding across the school of best practice regarding data. 
1. Creating a repository of documentation regarding usage of iSAMS and keeping it up to date. 
1. Documenting a schedule of tasks so workload can be pre-planned and shared with the Director of Studies.
1. Remaining knowledgeable about technological trends in schools and higher education and providing suggested improvements and advancements to the school’s database.
1. Providing data processing services to the development (fundraising) team using Raisers Edge database including importing yearly data.
1. Liaising quarterly with key stakeholders on current data infrastructure and identify risks and outline viable solutions. 
1. Assisting with the automation of mailouts to parents/pupils via SchoolPost and other similar mediums. 

Other duties 
1. Maintaining absolute confidentiality in all relevant aspects of work.
1. Compling with relevant Emanuel policies and procedures, including safeguarding procedures, at all times.
1. Undertaking any other task reasonably requested by members of academic senior management team, Director of Finance and Admissions or other senior colleagues. 

This job description should be seen as enabling rather than prescriptive and will be subject to regular review as the needs of the school evolve. You will be required to undertake other comparable duties as the deputy head, headmaster or senior colleague may require from time to time.
 

Person Specification

The attributes below give an indication of the type of person who may succeed in this role. However, we always consider positively people with backgrounds in different sectors or with the skills/experience that may help them to bring a new perspective to our work. When applying, please do set out clearly how the knowledge, skills and experience that you bring would help you to achieve this important role, whatever your prior experience.

Qualifications and knowledge
Essential 
· Degree or equivalent professional qualification
· An excellent understanding of the way that IT can underpin management decision making and processes
· Excellent knowledge of systems, software and languages including: 
· Web/application development
· Visual Studio 2019
· SQL database management
· SQL query writing
· SQL server reporting services
· SQL Server Integration Services
· Microsoft Excel – Advanced Level
Desirable
· SQL server 2016, & 2019 monitoring and admin
· Understanding of business systems and processes in an education environment
· Prince 2 or equivalent project mgmt

Experience
Essential 
· Project management
· Coaching non-IT specialists
· Producing statistical reports
· Writing and managing report templates (SSRS) 
· Maintaining SQL Databases & SSIS Packages
· Power BI
· Managing a school MIS
Desirable
· Experience of working in a school environment 
· Experience of Firefly
· Knowledge of iSams, Raiser’s Edge, MySchoolPortal, SchoolPost, SOCS
· Managing API’s 
· DFE Census, ISI Reports
· Maintaining Azure Data Pipelines
· Experience of Microsoft SharePoint

Skills
Essential 
· A meticulous approach to data checking and quality 
· Strong problem solving / analytical skills
· Strong customer service, care and support skills
· Attention to detail
· Good time management and organisational skills
· Clear, professional and effective verbal and written communication skills

Personal competencies and qualities
Essential 
· Team player with a positive attitude
· Outward looking and a commitment to improving existing processes
· A flexible, calm & committed approach
· Ability to grasp and implement new concepts and technologies quickly
· Able to work on own initiative and proactively manage workload
· Understand the importance of confidentiality, tact and discretion

Please note that as part of our safeguarding policy, applicants will be required to undertake screening relevant to the post, including checks with past employers and the Disclosure and Barring Service.
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