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Job Description
	Role
	Trust Data Manager
	School/Department
	Maiden Erlegh Trust

	Grade
	Grade 8 (£38,223-£42,403 FTE)
	Reports to
	Head of Data and Insights

	Job evaluation code
	CEN047
	Date of evaluation
	November 2023

	Purpose
	To guide the work of school-based Data Administrators working closely with the MIS manager under the guidance of the Head of Data and Insights and. To support all MET schools in the production of pupil reports, timetables, and options choices and ensuring that MET schools are utilising accurately our management information system to its fullest extent.

	Scope
	Main contacts:
	Staff responsibilities:
	Financial accountability:

	
	CEO, EDE, SID QE, MIS Manager, School SLT
	Line Management of the Data Administrators
	None

	Key accountabilities
	· To lead the work of the Data Administrators under the general guidance of the Head of Data and Insights.
· To support the MIS Manager with MIS development and training of other data tools in use across the Trust
· To ensure the Data Administration team supports school data requirements in the appropriate context (Primary, Secondary, Special/AP).
· Effective line management of the Data Administrators.

	Main duties and responsibilities
	· Work closely with the Trust SLG and school leadership teams across the Trust to develop and support systems which provide data to facilitate school improvement.
· Work with the MIS Manager to support the ongoing development of the MIS to ensure it is used effectively within all MET schools by pre-empting any development required. 
· Attend meetings to interpret, scope and implement change regarding data. 
· To develop new data systems to respond to the changing needs of the Trust as it grows. 
· To liaise with external organisations (e.g. FFT, GL Assessments and others) to ensure consistency of provision. 
· To be accountable for the use of data systems in raising standards and performance across all Trust schools.
· Target setting outcomes for all children and monitoring progress and reporting on a MAT wide level. 
· Lead on the design and set up of systems for the capture of school level data for attainment and progress and all other educational KPIs within Trust schools at school, subject and teacher level.
· Lead on the design and set up of systems for the capture of school level data for behaviour, attendance and safeguarding within all Trust schools at school, phase and teacher level (where appropriate).
· Read and interpret DfE technical guidance on data, including Statistical First Release.
· Ensure that data systems are updated in line with changes to technical guidance.
· Disseminate changes in policy and practice to key stakeholders, including Trust and school leaders and data administrators.
· To advise schools and staff (including Headteachers and Educational Directors) on methods of accessing information and to provide in-house training on data target setting, interpretation, results and findings.
· Ensure accuracy and timely submission of pupil and workforce census returns.
· Successful curriculum management by maintaining the associated MIS modules.
· Administer assessment process and procedures.
· Work with Exams Officers, where applicable, to plan for and deliver exam results in accordance with the timescales specified by the school.
· Any other duties that reasonably fall within the purview of the post, which may be allocated after consultation with the post holder.

	Other requirements and responsibilities
	Level of DBS required: Enhanced with Children’s Barring List


	Structure chart
	
MIS Manager
Data Administrators
Trust Data Manager
Head of Data and Insights






Person Specification
	Role
	Trust Data Manager
	School/Department
	Maiden Erlegh Trust

	Grade
	Grade 8 (£38,223-£42,403 FTE)
	Job evaluation code
	CEN047

	Qualifications, training and education
	· Undergraduate degree
· Post graduate certification (desirable)

	Experience
	· Demonstrable experience in a similar role within a school context
· Knowledge and understanding of MIS packages in an educational context, particularly Assessment & Curriculum Modules

	Skills and abilities
	· Excellent Microsoft Office skills.
· Excellent organisational and analytical skills.
· Excellent communication skills.
· Excellent attention to detail.
· Reliability, tact, diplomacy, confidentiality, and sensitivity.
· A pro-active approach, able to work independently but also as part of a team.
· A sense of responsibility.
· An ability to proactively deal with ambiguity and conflicting pressures.
· An ability to lead a team effectively.
· A flexible approach to working and commitment to ongoing service and personal development.

	Requirements specific to the role
	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.




The Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with the postholder.

	Signed:
Post holder
	

	Date:
	





Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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