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	Trust: 
	Compass Learning Partnership

	
	Post Title: 
	Data Manager (Woodfield and The Village School – Shared role)

	
	GLPC
Hours of Work

	Pay scale: GLPC 23 - 28
£33,351 - £37,038
8.30am - 4.30pm (50-minute lunch break) Hybrid working could be offered as part of the role
This is a term time plus 3 weeks contract (one week Easter and 2 weeks summer holiday working)



Directly responsible to:		Headteacher
Functionally responsible to: 	Deputy Head with responsibility for Data
Responsible for: ￼		            Not Applicable

1. Purpose of the role:
• To develop and deliver a consistent data and MIS strategy across the schools to include multi-level reporting.
• To implement and develop effective management information systems across the schools to deliver the data strategy.
•To review the effective use of data across the schools and propose/implement changes as appropriate.
• To report on key performance indicators for the SLT and Governing Boards.

Principal accountabilities and responsibilities:
 1. System admin
1.1 Creating user accounts for students and staff in the MIS and any other systems currently in use.
1.2 Setting up the MIS for the new school year, ensuring new students are on the system, classes are correct and timetables
1.3 Create systems to provide data to inform SLT on value added performance.

2. Managing data
2.1 Keeping accurate records for students
2.2 Support in collating student information for external reporting needs (including subject access requests and the school census)
2.3 Updating any changes to classes, groups and teacher timetables
2.4 Assist with checking exercises as required by the DfE and other agencies
2.5 Design and build the following year's timetable (this usually starts at Easter and finishes in July)
3. Data collection, analysis and reporting
3.1 Meet with SLT, Headteachers and Assessment Leads (weekly or monthly) to understand their reporting requirements, to present analysis, feed into strategy, discuss the impact of any recent updates from the DfE and find what’s coming up to help plan workload.
3.2 Carrying out behaviour analysis for SLT, Heads of Department and Pastoral Leads
3.3 Carrying out assessment analysis for SLT, Heads of Department and Pastoral Leads 
3.4 Support SLT by following up with Teachers to ensure student reports are ready to be shared digitally with parents
3.5 Ensure student attendance and reporting system is accurate and efficient
3.6 In consultation with SLT, design and create assessment marksheets for all relevant staff
3.7 Advise SLT in relation to deadlines for data requirements
3.8 Provide support on monitoring and analysing data, as required, to develop data throughout the Trust

4. Statutory reporting
4.1 Keep up to date with DfE requirements and guidance on how schools should collect or use their data
4.2 Ensure the operation of the student MIS system is UK GDPR compliant and a record management strategy is identified and implemented.

5. IT support
5.1 Ensure staff at all levels are trained in all aspects of the student MIS & Data recording
5.2 Log any faults or issues with software and raise them with the provider
5.3 Liaise with relevant providers to resolve any technical issues

6. General responsibilities:
6.1 Working with Examinations Officers to ensure the accuracy of accreditations data
6.2 Set up and maintain the rewards recording system.
6.3 Identify CPLD opportunities relevant and useful to the role
6.4 Support the Trust Training and Development Manager, as required in managing CPLD records
6.5 Support the Administration of Target Setting or similar meetings with staff
6.6 Be aware of and comply with policies and procedures, and report all concerns to an appropriate person in respect of:
•	Safeguarding
•	Health and Safety
•	Confidentiality
•	Data Protection
6.7	To provide support for the Trusts data entry using relevant programmes
6.8	To ensure the highest possible standards of e-security as directed by the Trust ICT Network Manager
6.9	Contribute to the Trust’s commitment to equality of access to opportunities to learn and develop for all pupils.
6.10	Undertake these duties within departmental service/Trust objectives, policies and procedures and promote the Trust Equal Opportunity Policy.



 


	
JD – Data Manager
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