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Friern Barnet School

Job Description
	Post Title:
	INFORMATION MANAGER

	
	

	Purpose:
	Working closely with our Senior Leadership Team, providing accurate data to inform and influence decision making at the highest level. In addition, you will provide exams management and manage the school’s management information system (SIMS) 

	
	

	Reporting to:
	Business Manager

	
	

	Liaising with:
	SLT, teaching and support staff

	
	

	Working Time:
	Full time, term time (36 hours a week) + 3 weeks in school holidays (2 during summer holidays).  
Availability to start work at 7:00am when required.

	
	

	Salary/Grade:
	UR Grade H (FTE £30,108-£33,282) Job reference: JE0631

	
	

	Disclosure & Barring Service (DBS)
	Enhanced

	MAIN (CORE) DUTIES

	Main responsibilities

	· to provide a data collection, analysis and reporting service to complement the school’s cycle of raising student attainment

·  to manage exams administration, including line management of the exams administrator 
· to manage teacher cover, including line management of the cover administrator
· to manage the school’s Management Information System (SIMS)
· to line manage 2 staff (exams administrator and cover administrator)

	
	

	Duties
	· to plan the school’s student report-writing cycle
· to ensure the accuracy of all data input and to provide accurate information
· to input data, where necessary

· using the data, to provide a variety of reports (both textual and graphical) to aid staff and students in raising attainment
· to organise rooming for staff
· using the school’s Management Information System, to provide planned and emergency cover and rooming for absent teachers during the school day and to deputise for the Cover Administrator in their absence (requires an early start)

· to manage exams administration
· to analyse examination results and produce relevant reports

· to analyse attendance data and produce relevant reports
· to produce student prior attainment data for all teachers
· to work with a member of the school’s senior leadership team, to produce the school’s timetable

· to maintain and amend the timetable, taking account of student and staff mobility
· to understand and observe school policies and procedures

· to attend training (internal and external) relevant to post

· to provide relevant training for staff

	
	

	Flexibility:


	To carry out such other duties and responsibilities as may be agreed with the Headteacher from time to time, which are within the scope and spirit of the job purpose.

	
	

	Other Specific Duties:

	· To play a full part in the life of the school community
· To promote actively the school’s policies

· To continue personal, professional development
· To actively engage in the school’s self-review and evaluation processes
· To actively engage in the school’s Performance Appraisal processes
· To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate
· To attend meetings as determined in the meetings policy and as directed by the Headteacher
· To comply with the school’s procedures concerning safeguarding and to ensure that training is accessed
· To comply with the local authority and school’s equal opportunities policy at all times
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

	Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to maintain a standard of dress conducive to their position as professionals and in setting an example to students.

	This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.
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