GOLBORNE HIGH SCHOOL

Job Description

	Post Title:
	Assistant Data Manager


	Reporting to:
	Whole School Data Manager and SLT


	Responsible for:
	Working as part of the school administration team, supporting the Whole School Data Manager.


	Post Concept:
	To assist with co-ordinating, tracking and analysis of progress and assessment data to ensure all stakeholders receive accurate and timely information. Additionally, to support with the management of the curriculum, including setting and timetabling.

	Liaising with:
	Headteacher, Senior Leadership Team, relevant teaching and support staff, external agencies.


	Working Time:
	37 hours per week term time plus 2 weeks as directed by the Headteacher
8.00am – 4.00pm  Monday to Thursday
8.00am – 3.30pm  Friday
30 minute lunch break daily to be taken to suit the needs of the school.

	Salary/Grade:
	Scale G5 - Pro rata


	Disclosure level:
	Enhanced DBS 




	MAIN (CORE) DUTIES
	

	Operational/Strategic 
Planning







	Data Administration
· To provide support to the Whole School Data Manager in the collation, input, analysis, reporting and printing of progress data and information.
· To provide support to the Whole School Data Manager in the administration and analysis of the achievement and behaviour data.
· To support the Pastoral Team in processing attendance and punctuality data.
· To maintain and update manual and computer records/returns and management information systems, and to manage, input and extract data/information in order to produce relevant reports as required.
· To support the Whole School Data Manager in processing mid-term term admissions, in addition to supporting the Admin Team with new intake admissions.
· To undertake a range of administrative and IT based tasks relating to school data preparation and analysis.
· To assist with day to day timetabling issues, in the absence of the Data Manager.

Quality Assurance
Under the guidance of the Whole School Data Manager:-
· To be fully conversant with all relevant and associated legislation, regulations and good practice.
· Ensure all work is completed accurately and meticulously to specified timescales.
· To understand and implement Customer Care standards.
· To understand and comply with relevant Data Protection requirements.
· To undertake any other duties commensurate to the role as directed by the Headteacher.

Curriculum
· Support the Whole School Data Manager with curriculum timetabling.
· Support with class organisation, including setting up classes in SIMS and carrying out set changes as requested.

Examinations
· Support the Senior Examinations Officer with the smooth running of mock and Summer examinations, supporting the invigilation and implementation of designated access arrangements, as required.


	Staff Development:




	· The post holder will be responsible for assisting in the identification and undertaking of his/her own training and development requirements in accordance with the school’s current policies and procedures. 
· The post holder will recognise own strengths and areas of expertise and use these to advise and support others.
· The post holder will be required to participate in training, other learning activities as may be reasonably directed and continue personal development in the relevant area.
· To participate in the staff performance management review and development appraisal process.
· To undertake relevant Health and Safety Training on areas within the designated work area.

	Ethos:




	· Play a full part in the life of the school community, supporting and contributing to its overall ethos, work and aims of the school and encouraging staff and pupils to follow this example.
· Promote actively the school’s corporate policies and procedures.
· Comply with the school’s health and safety policy, working at all times in a manner that will ensure your own personal safety and that of other, including reporting of identified hazards and to undertake risk assessments as appropriate.
· Be aware of and comply with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To work within and promote compliance with the school’s Equality and Diversity Policy. 
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.
· To comply with the school’s Code of Conduct and Behaviour Policy.
· To ensure compliance with GDPR regulations.

	Communications:


	· Co-operate with other team members and colleagues in order to develop and maintain effective working relationships.
· Appreciate and support the role of other professionals.
· Establish and maintain effective and constructive relationships and communicate with other external agencies / professionals, staff, pupils and parents as appropriate. 
· Follow agreed policies for communications in the school.
· Attend and participate in relevant meetings as may be reasonably directed.


	Other General Requirements:
	· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
· This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.
· This job description forms part of the contract of employment of the person appointed to the post. 
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
· Golborne High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
This role requires enhanced Disclosure and Barring Service clearance.
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