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	Tapton School

Academy Trust

JOB DESCRIPTION



	SERVICE


	TAPTON SCHOOL ACADEMY TRUST

	POST TITLE


	Management Information Systems Officer
(37 hours/41 weeks)


	SALARY RANGE


	Grade 5 Scale 15-20
£ 22,911 to 25,295   pro rata

	RESPONSIBLE TO


	 TRUST DATA MANAGER & TRUST CURRICULUM MANAGER

	RESPONSIBLE FOR


	Supporting the work of the Trust Curriculum and Data Assessment teams

	HOLIDAY AND

SICKNESS RELIEF


	By and for other Admin, Support Staff

	PURPOSE OF JOB


	To assist in the provision of an efficient and accurate Trust Management Information System and Curriculum Planning systems. 
To assist in the production of management information to all trust stakeholders including headteachers, executive team and the trust board


	JOB DESCRIPTION FOR POST OF:-  MANAGEMENT INFORMATION SYSTEMS OFFICER


	

	SPECIFIC DUTIES AND RESPONSIBILITIES


Tapton School Academy Trust and we are looking to recruit a MIS Officer to join our trust central data and curriculum team.  The role will mainly be based in a single school in Sheffield and report to the Trust’s Data and Curriculum Managers.   
Responsibilities
To be responsible for the ongoing accurate and timely administration and maintenance of the schools’ management information system and the production of management information, to the standards required by the Trust,  Department for Education (DfE) and other appropriate regulatory bodies. Under the leadership and at the request of the trust MIS Manager and the trust Curriculum Manager. This will include, but not be limited to:
Data

· Provide administrative support and data entry to maintain student records on the schools’ management information system (currently Bromcom).

· The production of a variety of whole school reports and statistics for a wide range of audiences and purposes.

· To assist with the production of Student Reports.

· To assist with the co-ordination of school data collections by ensuring in liaison with teaching colleagues, that all information is collected and input into the MIS system for student reports.

· To assist with census reports and returns.
· To assist with the MIS year end process.

· To assist with the creation and maintenance of pastoral structures in the MIS system.

· To support the continued development of whole school databases.

· To assist with the management and maintenance of student assessment data within the MIS database in preparation for schools’ data collections.

· To work with the Trust Data Manager (TDM) to identify the assessment data needs of the schools and the most effective way of meeting these.

· Assist the TDM in developing systems for the collection of data in line with the TSAT assessment calendar, individual school calendars and reporting schedules.

· Assist in the preparation of documentation for staff in line with the agreed timetable, ensuring information is available in advance of data deadlines.

· Creating and maintaining templates and mark-sheets for data entry.

· Ensure the accuracy and currency of assessment data held within the MIS. Notifying the TDM of any errors or inconsistencies.

· Assist in the creation of student reports and web merge reports in the MIS.

· Uploading student reports to the student portal when required.

· Assist in the creation of reports for administration and staff use.

· Supporting staff with queries regarding curriculum and data in the MIS system.

· Using 4Matrix to upload external results and assessment data to provide analysis.
· Assist with the preparation for external results days for the secondary schools in the trust.

· Assist  with the analysis and reporting of results on results days.
· Data input and analysis in Excel under the instruction of the TDM.

· Develop a questioning approach to analysing data to further develop the effectiveness and range of reports available to staff.

Curriculum

· Amending student timetables as directed by the Trust Curriculum Manager (TCM).
· Assist in the creation of timetables for new student admissions with full instructions from the relevant staff in schools.
· Assist in the maintenance of the curriculum within the MIS for each secondary school in the trust.
· Assist in preparatory work required for the October census.
· Maintaining course information and learning aims across the trust secondary schools.
· To develop an understanding of how schools timetables work and the structure behind it.
· Develop an understanding of the staff and facilities in each secondary school to assist the TCM when allocating teachers, classes, rooms in both Bromcom and the timetabling software.

· To act as a filter for enquiries/issues/problems, escalating those that cannot be resolved to the TCM as appropriate.

· Inputting classes into Bromcom in August.

Whole school responsibilities
· Comply with and assist with the development of policies and procedures relating to child protection, health and safety, confidentiality and data protection

· Contribute to the ethos of Tapton School Academy Trust
· Develop professional, constructive relationships with other agencies/schools/professionals

· To assist with general management of any other areas of the MIS system as required.

· Participate in meetings, training and performance development as necessary

· Recognise own strengths and areas of expertise – using these to advise and support others

· Recognise weaknesses and work to improve these or employ tactics to minimise the effect of these.
· To undertake any other duties and responsibilities, which do not change the character and purpose of the post as, may be determined after negotiations between management, the postholder and the appropriate trade union.

The post holder must carry out the responsibilities within the spirit of the Trusts Policies and Procedures, in particular the Policies on Equal Opportunities and Health and Safety and also, within the framework of the Education Act 1996. 

	    ISSUE  DATE: 2020


TAPTON SCHOOL ACADEMY TRUST
PERSON SPECIFICATION – Management Information Systems Officer
	Minimum Essential Requirements
	Method of Assessment

	Skills/Knowledge
	(E.g. Interview, Application form, test, assessment, etc.)

	Proven track record in electronic record housekeeping, data collection and entry. (E) 

	Application/references/Interview

	Recent experience of using Bromcom , Sims, Facility(D)  

	Application/assessment/interview

	Experience in data handling and presentation to multiple stakeholders, production of management reports (E) 

	Application/Interview

	Extensive experience of Microsoft Office software e.g. Word/Excel (E) 

	Application/assessment/interview

	Experience in/understanding of the exams results process, and school performance measures (D)

	Application/references/interview

	Experience of working with a range of stakeholders, internal and external (E)
	Application/references/interview

	Proven track record of organisational ability (E)

	Application/references

	Self motivated, enthusiastic and able to work on own initiative when appropriate.(E)

	Application/interview/assessment/references

	Strong attention to detail and levels of accuracy (E)

	Application/interview

	An ability to create strong relationships with staff, suppliers and customers (E)

	Application/interview

	Experience/Qualifications/Training etc. 
	

	Good level of literacy and numeracy eg GCSE Maths and English or substantial relevant experience.(E)

	Application/interview

	Willingness to undergo further specific training.(E)
	Application/interview

	Other Skills
	

	Ability to maintain confidentiality. (E)
	Application/interview

	Accuracy when receiving information and communicate information effectively and accurately (E) 
	Application/interview

	Accuracy when receiving information both verbally and written. (E)
	Application/interview

	Able to make a positive contribution to the service area.(E)
	Application/interview

	Able to reflect on performance and further develop own knowledge and skills to improve performance. (E)
	Application/interview

	Maintains standards set by organisation (E)
	Application/interview

	Takes responsibility for own actions (E)
	Application/interview

	Ability to work alone unsupervised and manage own workload (E)
	Application/interview

	Excellent organisational skills (E)
	Application/interview

	Initiative and problem solving skills (E) 
	Application/interview

	Good sense of humour (E)
	Application/interview

	Interpersonal Skills
	

	Able to communicate effectively with people at all levels eg school staff, students, governors and external contacts/suppliers (E)
	Application/interview

	Able to work effectively as part of a team recognising own role as a team member (E)
	Application/interview

	Able to maintain a positive focus, accepting constructive criticism positively and learning from it (E)
	Application/interview

	Able to demonstrate an enthusiastic and positive approach regarding change, having a definite ‘can do’ mentality (E)
	Application/interview

	Ability to learn from experience (E)
	Application/interview

	Ability to carry out instructions accurately and effectively as directed by the line manager (E)
	Application/interview

	Ability to demonstrate customer care (E)
	Application/interview

	Ability to work alongside young people (not necessarily in school environment) (E)
	Application/interview

	Work Related Circumstances
	

	An understanding of and a commitment to the promotion of health and safety in the workplace
	Application/interview

	Tapton school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment
	interview

	A willingness to work in other schools in the Trust
	interview

	A willingness to work additional hours on occasion e.g. during training
	interview


