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Job Description


Job Title:		Senior Data Administrator

Accountable to:  	Exams and Data Manager

Hours:  			39.5 hours per week, 42 weeks (term-time + 2 weeks) 

Core Purpose:		
The Senior Data Administrator plays a key role in ensuring the efficient and effective management of trust data systems, timetable and assessment systems contributing to the overall operation of the trust’s administrative functions. They will be responsible for maintaining accurate student and staff records, supporting data reporting and analysis and ensuring compliance with data protection regulations.
As part of the trust integrated Data and Examinations Team, the Senior Data Administrator will work closely with the Data and Exams Manager, providing support and supervision of exams/data administrators ensuring the effective administration of internal and external examinations as required. This will involve assisting with exam timetabling, invigilation coordination, processing results, and ensuring all exam protocols are followed to guarantee the smooth running of the examination process.
Key to this role is the ability to manage data with precision, ensure data integrity, and support the wider trust community by providing timely and accurate information that informs decision-making.
Key Responsibilities: 

· Oversee the management and integrity of the trust’s data systems (MIS), ensuring accurate and timely records for students, staff, and operations.
· Ensure compliance with data protection and GDPR regulations in handling all trust data.
· Provide accurate data analysis and reports for senior leadership, governors, and the trust, ensuring timely submissions.
· Support the Assistant Principal Curriculum & Exams with the construction and maintenance of the trust’s curriculum timetable, ensuring alignment with staff availability, student needs, and room allocations.
· Assist in the daily cover process through the MIS administration. 
· admissions process, ensuring accurate data input, processing, and communication with applicants, parents, and stakeholders.
· Working in collaboration with our Trust Admissions Manager support the transition of new students into the trust’s systems.
· Ensure accurate and timely management of student assessment data, including the collation and analysis of summative assessment results.
· Support the production and distribution of reports to students, parents, staff, and external stakeholders.
· Support the construction of relevant trust data for returns for external agencies and organisations including school census, grants, Birmingham City Council, DFE, Baker Dearing Trust
· Ensure accurate and timely management of student destination data.

· Assist the Data and Exams Manager and Exam administrators with all internal and external examination processes, including timetabling, invigilation coordination, and result processing where required.
· Ensure all exam protocols are adhered to and that deadlines are met for exam entries, results, and reporting.

· Make necessary adjustments to the timetable throughout the academic year as required.

· Manage and support future data/exams administrators and trainee administrators in line with the department and trust’s growth.
· Provide mentoring, training, and development opportunities for new team members, ensuring effective integration and performance.

· To work out-of-hours on occasions on a voluntary, TOIL basis to assist with admissions events and parents’ evenings etc. 
· To be aware of and comply with all policies and procedures, particularly those relating to child protection, health and safety, security, confidentiality and data protection, reporting any concerns to an appropriate person. 
· To participate in training and other learning activities and performance development as required.
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