[image: image1.wmf]
Job Description
Post:


Data Co-ordinator 
Grade:


Grade G Point 19 to 22



37 hours per week x 42 weeks per year 
Line Manager:

Assistant Head teacher  
Purpose of Job:
Support the development and maintain up to date records and report on the following aspects of the academy information: progress and attainment (including internal and external assessment), student attendance data, student targets and current achievement data and behaviour/exclusion data.
 Duties and responsibilities
· Produce reports of student related data

· Support all areas of data input, output and integrity including attendance, reporting, importing of examination data, maintaining assessment system. Downloading and integrating student from external sources

· Report on student grouping 

· Working in conjunction with the Systems Manager,  responsibility for the School Student Census and EFA reports ensuring that all data submitted is accurate and in line with legal requirements
· Collect student targets and assessment data, including positive behaviour data, from individual teaching staff using established procedures in order to ensure student information is gathered and entered in to relevant systems ensuring consistency between data sets
· Transferring data into SISRA and then using SISRA to run reports on assessment for further analysis

· Maintain records of student progress, ensuring that all information held is accurate and reliable 
· Provide accurate reports, as requested, for the relevant agencies, SLT, teaching staff, students and parents regarding assessment information, ensuring the provision of accurate and appropriate information to relevant parties

· Oversee the annual students report procedure to assist in providing students with regular and timely academic feedback 

· Responsibility for the notification to County Council of any student starters and leavers 

· Supervision of issue of ‘Showmyhomework’ logins in conjunction with ICT manager

· Responsibility for organising emergency cover and planned absence of Cover Manager
· Such other duties, within the competence of the post holder, which may be required from time to time
This job description reflects the principal accountabilities of the post holder and identifies the level of responsibility at which he/she will be required to work.  In the interests of effective working, the major task may be reviewed from time to time to reflect changing needs and circumstances.  Such reviews, and any consequential changes, will be carried out in consultation with the post holder.
Person Specification - Data Co-ordinator
	Essential
	Desirable

	Work effectively with teachers, support staff and other professionals, applying own strengths and expertise to contribute positively to the overall aims and objectives of the school
Previous experience of working within a school or education environment
Provide effective support for all other members of the school staff by sharing own knowledge and expertise in a professional and constructive manner 
	

	High level communication skills, both written and verbal
	

	Information gathering and analysis 
	

	Sound mathematical skills
	

	High order skills in ICT and data management, including ability to word process and use spreadsheets at a competent level

Use of MIS database and able to learn any system rapidly

Highly organised and administrative competence

Work in creative and flexible ways to solve problems

Work under pressure and meet agreed deadlines and timescales, whilst holding others accountable for agreed deadlines
	Experience of using Progresso or SISRA/FFT target setting
Experience of systems management

	Experience of producing accurate data for reporting and assessment
Ability to produce in-depth, relevant and user friendly reports
	

	Able to demonstrate good time management skills and able to prioritise
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