ELTHORNE PARK HIGH SCHOOL

SIMS Administrator

JOB DESCRIPTION

Purpose of Post:

· Assist with SIMS housekeeping and start and end of year routines

· Fulfil the functions outlined below in order that the school provides an efficient education for its students.

Duties and Responsibilities:

1. Act as SIMS administrator maintaining manual and computerised school records/management information systems including accurate completion of statutory returns such as the Census. 

2. Be responsible for the administration of the system for reporting student’s progress to parents using SIMS profiles.

3. Export assessment and other data to on-line packages eg Edulink, SMHW etc
4. Set up pre-admission files for Year 7, Year 12 and In Year admissions on SIMS.

5. Ensure all student information on SIMS is accurate and up to date.

6. Update students timetable information on SIMS.
7. Record staff sickness, annual leave and other absences on iTrent

8. Upload, import and export school transfers via the DfE secure site
9. Prepare appropriate reports for the SLT, Subject and Pastoral Leaders on the performance of students and groups of students using SIMS.

10. Provide cover for other members of the admin team when necessary.

11. Undertake such training as is required to effectively perform the above duties and cascade training as appropriate. 
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