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DATA MANAGER 
JOB DESCRIPTION
Salary: Grade 3C Point 28 – 31 (FTE Salary £39,152 - £41,771)

	Location of work:
	All Hallows RC High School

	Directly responsible to:
	School Business Manager

	Hours of duty: 
	36 hours per week, full-time post (Monday to Friday)



Additional Information:
	To support and demonstrate a commitment to the Catholic values and ethos of the school. 
The below duties are not exhaustive and the postholder may be required to undertake tasks, roles and responsibilities as may be reasonably assigned to them by the Senior Leadership Team. 
To be aware of, and comply with, policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
To take responsibility for the implementation of, and compliance with, policies and procedures relating to child protection, health safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
This job description may be amended at any time following discussions between the Headteacher, Business Manager and the post holder



Primary purpose of the job:
	To support SLT and support the needs of the school stakeholders with respect to the management and analysis of current and previous school data.
To continue to develop the School’s Information Management System (SIMS) and its relevant applications.
To support teaching and learning by interpreting data, to analyse trends and
highlight fluctuations in performance to appropriate colleagues.



Main duties and responsibilities/accountabilities:
	General duties
1. To maintain confidentiality in all matters.
2. To actively model and promote the values and ethos of the school.
3. To comply with all relevant policies and procedures.
4. To undertake relevant CPD as agreed with line manager and to attend relevant meetings as required.
5. To work collaboratively across the school, in particular where the post-holder has specific knowledge
and expertise that can benefit the school has a whole.
6. Post-holders are expected to be flexible and to operate in different areas of work/carry out different
duties as required.
7. Working confidently with SIMS, SISRA, and Nova, meeting the required timescales.
8. Work with the Senior Leadership Team (SLT) in Nova and SIMS ensuring timetable accuracy.

Gathering and Utilisation of Data
9. To have overall responsibility for SIMS including being the principal point of contact for the SIMS team
and ESS.
10. To lead the development and maintenance of the Management Information System (MIS), currently SIMS, across the school – ensuring all data is up to date, accurate and available.  Including, but not limited to, academic & course management, creation of the new academic year, managing end of year procedures, managing pastoral and academic structures, managing pupil and
staff records, managing staff access and permissions, set up of assessment management templates/marksheets/ reporting templates, maintaining and printing pupil and staff timetables etc.
11. Provide technical support and advice to school staff regarding the school’s MIS – working closely with academic and support staff, including the IT team, to ensure that an appropriate level of service is maintained for all users, and that any queries and information requests are dealt with as efficiently and effectively as possible.
12. To create and manage the development of strategic and operational data analysis systems (currently SIMS and SISRA) to support in depth analysis of curriculum performance, subject and individual teacher, and as part of the whole school self-review.
13. To develop and maintain an assessment data strategy, collecting, interrogating and analysing assessment data, that helps to improve attainment across the whole school.
14. To produce clear, concise, accurate information to support SLT in raising standards of performance across the school.
15. To coordinate the timely data collection from teaching staff into SIMS.
16. To prepare data as requested by staff and senior leaders, working with SLT on appropriate formats and frequency, supplying the data in a format that is easily accessible and relevant.
17. To manage the pupil/parent reporting process to ensure reporting deadlines are met. Managing the distribution of assessment reports to parents (currently via Edulink).
18. To continue to develop our current reporting system for pupils, from data collection from staff to final report for parents.
19. To assist in SIMS and SISRA specific training for teaching and support staff and increase the awareness of how SIMS Assessment Manager and SISRA can be used to track pupil performance. To provide initial training at staff induction.
20. To work with SLT and other colleagues to further improve pupil tracking processes.
21. To analyse pupil assessment data and identification of groups for intervention.
22. To support the school target setting process.
23. Responsible for overseeing the production of statutory returns to the DfE, LA, Diocese and CES as required, including the termly school census, school workforce census, CES census, and Diocesan census.
24. To be the first point of contact for returns required by external agencies which are not statutory.
25. To assist/support the Headteacher and SLT with data related activities within the annual creation of the schools timetable and to be the key person to manage timetable changes throughout the year.
26. Work with the Admissions Manger throughout the year with school admissions and appeals for the new Year 7 intake and in-year applications.
27. To develop and manage electronic systems to enhance the primary transition process for new Year 7 pupils, and the in-year admissions process.
28. Collate and record KS2 data for new pupils, establishing their KS4 targets and correctly setting into academic classes.
29. Manage the new year 7 and in-year school appeals, liaising with the LA and SLT accordingly.
30. Work with SLT on co-ordinating the collection of data for the schools Charter, reporting the information on a weekly basis.
31. Working with the Exams Manager throughout the year with data related projects, support during the Exam period.
32. To liaise with staff who have responsibility for attendance, behaviour and achievement, providing weekly reports for Heads of Year.
33. To process FSM applications. Updating SIMS and ensuring that PP data is updated accordingly. Liaising monthly with LA to ensure that data is accurate.
34. To support SLT with the organisation and management of Year 9 options process.
35. To rationalise and develop the use of ‘Assessment Manager’ and other SIMS modules.
36. To support and maintain other school based systems, for example Parentmail, Edulink.
37. Essential administration functions.
[bookmark: _GoBack]
The postholder must carry out their duties with full regard to the City Council’s Equal Opportunities, Health and Safety and Community Strategy policies.

To contribute and demonstrate a commitment to the City Council’s Crime and Disorder Reduction Strategy.
To undertake any other such duties that are reasonably commensurate with the level of this post.



Review arrangements:
	The details contained in this job description reflect the content of the job at the date it was prepared. It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed. Consequently, the council will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.
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