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Magdalen Court School
Job description: Data Officer
Job details
Job title: Data Officer 
Salary: £28,587(FTE) £24,848 Actual Salary to £31,158 (FTE) £27,083 Actual Salary

Hours: 37.5 Hours per week (39.6 weeks per year – Term Time only plus 3 weeks) 8.30 am – 4.30pm
Contract Type : Permanent
Reporting to: Business Manager

Main purpose 
Assist in the development and delivery of the school’s aims by leading on the collection, dissemination and management of all school data.

Manage the EHCP Process, including scheduling meetings, collaborating with local authority and other external partners, administer documentation with regards to EHCP reviews including uploading on the Portal.

Drive forward a positive data culture within the school and coordinate and administer
the efficient running of the school’s MIS (Arbor).

Assist with all aspects data collection, management, analysis and sharing, in particular proactively sharing data with the Headteacher and Senior colleagues that allows them to monitor, analyse and support the progress of students as well as from a safeguarding and pastoral perspective.

Working with the Assessment lead to ensure accurate input and processing of Assessment data.

This job description refers to the principal duties and responsibilities of the post. It does not necessarily list in detail all the tasks required to carry out these duties and responsibilities.


General
· Produce data to inform decision-making and improve student
performance, reports including reports and analysis for attainment, progress, and attendance.
Assist with and support the data input and record keeping of student data through the provision of custom reports and fields in the MIS.
· Assist with the Year End processes, in conjunction with the Senior Leadership Team 
· Set up registration cycles at the beginning of each academic year.
 Set up the registration cycles at the beginning of each academic year.
· Support the production of statutory returns to the Department for Education
· (DfE)
· Ensure the integrity of the data stored within the school’s MIS.
· Troubleshoot reported problems with the MIS and liaise with the IT Support Team
and MIS providers as necessary in conjunction with the School Business Manager
· Extend and / or supplement the use of the school’s MIS to serve the present and future needs of the School and assist with staff training.
· Work closely with the IT Support Team to ensure the smooth running of data systems in the school, including responding to staff queries and requests for support.
Pupils
· Maintain accurate pupil contact information and update contact folder
· Following pupil admissions ensure all required admission forms are completed and chase up as necessary
· Input new pupil admissions data into schools MIS
· Ensure that all pupil files/information is collected from previous schools and passed on to relevant staff.
· Assist with the input and analysis of Assessment Data within Arbor

Working with colleagues and other relevant professionals
· Communicate effectively with other staff members and pupils, and with parents and carers under the direction of the Business Manager
· Collaborate and work with colleagues and other relevant professionals within and beyond the school
· Develop effective professional relationships with colleagues
Whole-school organisation, strategy and development
· Contribute to the development, implementation and evaluation of the school’s policies, practices and procedures, to support the school’s values and vision
· Make a positive contribution to the wider life and ethos of the school
Professional development
· Help keep their own knowledge and understanding relevant and up-to-date by reflecting on their own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness 
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 
· Take part in the school’s appraisal procedures
Personal and professional conduct 
Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school
Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality
Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community
Respect individual differences and cultural diversity 

The Data Officer will be required to safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.
Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the teacher will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher or line manager.

Person specification

	CRITERIA
	QUALITIES


	Qualifications 
and experience
	
Experience of working in an data management role in fast paced school environment (E)
Experience of managing the EHCP process within a school environment (E)
Experience in dealing with confidential work (E)



	Skills and knowledge
	Good standard of typing skills (E)
Ability to work without direct supervision (E)
Ability to maintain accurate records and data(E)
Excellent standard of IT competency to include, word processing, spreadsheets, database Microsoft software(E)
Ability to access information via the internet(E)
Experience of using school MIS systems such as Arbor, CPOMS etc. (E)



	Personal qualities
	Ability to work flexibly according to the needs of the service(E)
Ability to communicate with pupils, parents, staff and other external agencies(E)
Ability to work on own initiative and within a team (E)
Ability to remain calm under pressure and work effectively to deadlines(E)
Strong analytical and problem solving skills, combined with a proactive and positive approach to change management (E)
Has a methodical approach to complex tasks(E)
Ability to withstand conflicting demands on time(E)
Show integrity and maintain confidentiality (E)
Have good interpersonal skills (E)
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The duties listed above are neither exclusive nor exhaustive and the post holder may be required by the Head teacher to carry out appropriate duties within the context of the job, skills and grade

Notes:
This job description may be amended at any time in consultation with the postholder. 

Last review date: March 2025

Next review date March 2026

Headteacher/line manager’s signature:	_______________________________________

Date: 						_______________________________________	

Postholder’s signature:			_______________________________________

Date: 						_______________________________________
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