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Job Description

	Job Title
	Curriculum & Data Manager 
	Date prepared: March 2019

	
	Reporting to:  Business Manager

	Salary Grade: ??? 


	Purpose of role 
	The post holder is responsible for the design, creation, accuracy and management of SIMS and the development of data systems and processes.

The post holder will need to work both strategically and operationally in order to advise the Senior Leadership Team on the development of a range of areas including reporting, student options, curriculum management, cover and exams.

The post holder will support all staff in the use of a range of software such as SIMS, FFT Aspire, PiXL

The post holder will be responsible for the management of all exams.

	Main duties 
	Data 

· To oversee and co-ordinate the administration of student reporting cycles, ensuring accurate and timely reports are produced.
· Work closely with the Deputy Head and Heads of College in supporting teaching and learning through assistance with processes such as attendance, timetables, options and exams data.

· To be the central point of contact and specialist knowledge base relating to data system requirements, queries and problem solving.

· To keep abreast of system updates, seeking out and implementing improvements.

· To develop reporting systems, produce detailed analytical reports and make recommendations to SLT in order to improve analysis.

· To develop a range of assessment data sets that are easily interpreted by stakeholders and aid improvement of student achievement.
· To produce a range of data reports and templates in accordance with the needs of the service.

· To be responsible for the maintenance of information by ensuring all critical data is accurate and kept up to date.

· To define and manage appropriate access to systems, creating appropriate user groups, to ensure safeguarding of information and to maintain the integrity of the data.


	
	· To provide training to staff on the use of systems used within EOTAS.
· To research and source software in order to develop quality of service and ensure efficiency.

· Liaise with and advise the SLT on the ongoing development and improvement of the use and management of data.

· Represent EOTAS at SIMS update training and membership of relevant forums.

· To make amendments to staff and student timetables when necessary, including using the Nova T6 software or similar.

Exams
· To have full responsibility for the organisation and supervision of the service as an examination centre, ensuring adequate security and the adherence to appropriate examination board regulations and routines.

· To liaise with the Deputy Head Teacher and curriculum leaders with regard to examination syllabi as they relate to the curriculum.

· To be responsible for the receiving, dispatch and security of examination papers and support materials.

· To be responsible for the training, deployment and management of all invigilators.

· To ensure timely communication is sent to staff, students and parents/carers in respect of examination arrangements.
· Be responsible for the production and distribution of exam results to students, staff and mainstream schools.

· To analyse all examination data, both internal and external and produce reports to the agreed format for internal and external audiences

· Keep up to date with the necessary policies, procedures, rules and regulations laid down by the different examination bodies and the Joint Council for Qualifications (JCQ). 
· Organise appropriate arrangements for the support of candidates with special examination requirements in conjunction with the SENCo.

· Liaise with Senior Leadership Team to ensure all exam arrangements including seating, deployment of staff, stationery is organised and ready in advance of the exam timetable.



	Professional standards 
	· Support the aims of the Service to promote a positive learning environment.
· Treat all fairly, consistently and without prejudice.
· Set a good example in terms of appropriate dress, standards of punctuality, attendance and conduct.
· Promote the aims of the Service by attending and participating in appropriate events, e.g. Open Evenings, Options Evenings etc.
· Support the ethos, vision and values of the Service by upholding the policies and procedures.
· Take responsibility for own professional development and participate in staff training when provided.
· Reflect on own practice as well as the practices of the Service as part of Service self-evaluation.
· Participate in the management of Service by attending various team and staff meetings
· Be positive and maintain a ‘can-do’ attitude at all times.

	Health & safety 
	In accordance with the provisions of the Health and Safety at Work etc. Act 1974 and the Management of Health & Safety at Work Regulations 1999 you must take reasonable care so as not to endanger yourself or other persons whilst at work.  You must also co-operate with the Council to enable it to comply with its statutory duties for health and safety.

You must work in accordance with training or instructions given, make proper use of any personal protective equipment provided and inform your manager of any hazardous situations or risks of which you are aware.

You must ensure you undertake responsibilities relating to your position as detailed within your Directorate Health and Safety Policy.

	Data protection
	In accordance with the provisions of the GDPR (2018), jobholders should take reasonable care to ensure that personal data is not disclosed outside the Council procedures, or use personal data held on others for their own purposes. In accordance with the provisions of the Freedom of Information Act 2000, ensure requests for non-personal information are dealt with in accordance with the Council’s written procedures.

	Safeguarding 
	Demonstrate a commitment to safeguarding, and promoting the welfare of children, young people and/or vulnerable adults.  The post is Exempt from the Rehabilitation of Offenders Act 1974 and subject to an enhanced DBS Disclosure.

	Note
	This job description is intended as a general guide to the duties attached to the post and is not an inflexible specification.  It may therefore be altered from time to time at the reasonable direction of the Head Teacher to reflect the changing needs of the Service, always in consultation with the post holder and reviewed annually.
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