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Job Description

This form summarises the purpose of the job and lists its key tasks.  It is not a definite list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the school, in consultation with the postholder.

SALARY:

NJC GRADE 9, points 31 - 34




£27,668 - £30,153
HOURS:

Full-Time, All Year Round



8.00 am – 4.00 pm (3.30 pm on Friday)

37 hours per week with 30 minutes lunch
LOCATION: 

Worthing High School

South Farm Road




Worthing

West Sussex BN14 7AR




Headteacher: Pan Panayiotou



Number on roll: 945
	Job Title : Data and Assessment Manager


	Accountability: Deputy Headteacher, ultimately to Headteacher 


	This appointment is based in the SIMS Office.  The appointee’s duties will include the line management of the Data Team: Exams Manager, Admissions and Data Officer and the Attendance Officer.


	Duties/Responsibilities:

	Main Duties Include:
SIMS
· To have overall responsibility for managing the school’s SIMS administrative system and to maximise the operational status of all software (Nova T6, Curriculum Management, Options, Assessment Manager, etc.) to ensure the needs of the school 
are met.
· To have responsibility for the completion of all County/Government returns in relation to the schools databases, including the School Census, Learning Aims etc.
· To liaise closely with the IT Manager and the Deputy Headteacher/Leadership Team over planning, implementation and problem solving.
· To ensure the integrity, safety and security of administrative files on the network, including the back up of essential data/system files (within the Data Protection Act).
· To work closely with the IT Manager to ensure that SIMS modules are maintained through the programme of regular upgrades, communicating details of the changes within the system to appropriate staff.
· Creating pre-admission groups, importing CTFs and importing KS2 data.
· Creating new users and setting up permissions, removing access when required.
· Maintenance of staff timetables.
Data
· To have responsibility for the setting up and regular updating of SIMS Assessment Manager/Performance Analysis software.

· To co-ordinate and produce reports for each year group, creating result sets, linking and scheduling.

· Chasing staff to return information on time and ensuring that reporting schedules are maintained.

· Target setting, downloading results and liaising with the Leadership Team, entering targets for KS3 and KS4.

· To liaise with senior staff in respect of the setting up of student target grades using information from FFT Aspire.

· To organise the structuring of data on SIMS Assessment Manager to enable ease of access and use by school staff.

· To provide the data required by Subject Leaders for examination analysis and advise on and provide analyses of data as required by staff, including uploading and maintaining data sets on 4Matrix (or an equivalent package).
· To provide training for staff to enable them to understand any aspect of Assessment Manager that is relevant to their role.

· To oversee the operation of the parental reporting systems.
· Liaise with outside agencies and provide relevant data.
Exams

· To line manage the Examinations Manager.

· To ensure the smooth running of the examination office and examinations cycle at all key stages both for internal and external exams and overseeing the management of the administrative duties associated with registrations and examinations.
· To ensure that all required information, including that for external candidates, is obtained and submitted accurately and securely, according to exam board regulations.

Attendance
· To ensure high student attendance is achieved by providing necessary data to colleagues.
· To ensure that student absence is followed up daily with parents using the text alert system on the attendance module of Schoolcomms.



	Flexibility:
To deliver services effectively, a degree of flexibility is needed and the post holder may be required to perform work not specifically referred to above.




Please note, because of the nature of this job, if you are successful in your application you will be subject to a criminal record check from the Disclosure and Barring Service before the appointment is confirmed.  This will be done by means of applying for an “Enhanced Disclosure”.  Disclosures include details of cautions, reprimands or final warnings as well as convictions, spent or unspent.
December 2017
