


JOB DESCRIPTION & PERSON SPECIFICATION

Job Description: Regional Data Officer

JOB PURPOSE
	
· Lead the Regional Data Systems Team to provide high quality data systems and data analysis to all 24 OSGUK campuses, Regional Senior Leaders, Regional Support Office and Global colleagues.
· Oversee the management, maintenance, and development the School Management Information Systems (MIS) and third-party data platforms.
· Provide high quality analysis of data and ad hoc information requests. 
· Ensure current platforms are always fit for purpose and that users are appropriately trained.
· Maintain and apply a deep understanding of UK school performance measures and calculations for Key Stage 2, GCSE and Post-16 qualifications.




DUTIES
	
SUPPORTING CORE DATA FUNCTIONS

Administration
Ensure:
· Lead and oversee the maintenance of student, staff and contact profiles to ensure the database is always accurate.
· Lead and oversee the allocation of students to their class groups on the MIS for use in Timetabling, administering any group changes as applicable. 
· Lead and oversee the completion of Starter, Leaver and Mover (SLAM) requests, and promote correct and timely use of the ticket system for all such user-changes.

Admissions
· Lead and oversee the process of and readying the system to take and monitor student admissions and transfers.

Assessment
Oversee and lead:
· Building of components for the Assessment models within the MIS including assessment types, grade sets, mark sets, key stages and terms, templates, assessment sheets and web merge reports.  
· Building and creation of the Assessment models in the MIS to receive data plus any amendments in target data from teaching staff, for all key stages.
· The administration and booking of assessment for exams and tests applicable to allocated Key Stages (e.g. GCSEs and NWEA MAP tests)
· The administration and support for campuses whilst setting up and running the external tests, assessments and examinations applicable to allocated Key Stages.
· The transfer of data between the MIS and third-party systems to ensure the accurate analysis of data. 

Analysis
Oversee and lead the Data team to produce:
· Analysis of Assessment, MAP and Rising Stars data and produce reports on student progress and attainment at all levels within the school.
· Assisting and training of campus leaders and administrative staff to undertake local data analysis of nationally agreed headline and student-level measures. 
· The use results and baseline data from external sources to set annual student targets as required from third parties and/or nationally agreed algorithms. 
· The immediate analysis of national examination results data for use by the Senior Principal, Regional and Curriculum Teams prior to use by Campus Principals.  
· The provision of regular and ad hoc analysis and data tracking as requested e.g. Attendance/ Behaviour/ House Points/ SEN.
· Provision of support for campuses and the Principal team in advance of results days.


Third Party Tools
· Lead the management and maintenance of third party tools.
· Oversee the secure and safe process of data transfer between the MIS and third-party systems.


Attendance
· Lead the configuration and maintenance of attendance parameters, settings and routines to enable reports to run automatically and on demand.  
· Lead the set up and provision of detailed and accurate reports for analysis by Principal Team as required. 

Behaviour
· Lead and oversee the configuration and maintenance of the behaviour model to contain accurate data and reporting on actions, categories, events, alerts, outcomes.

Communication
· Lead and oversee the configuration, maintenance and management for all Communication sent from the MIS including the set up of message templates, watchlists (automated messaging) and process logs.
· Ensure messages to the MIS smtp mailbox are monitored and managed during all working hours..

Cover
· Lead and oversee the configuration and prepare the Cover module for use by the National Timetabling Officer as required.


Curriculum/ Pastoral
· Manage and action End of Year processes via the setup of the new academic year, period structures, apply timetable model, action promotions (student, class, tutor and year group).
· Lead and oversee the Configuration and maintenance of groups including Classes, Courses, Departments, Faculties, Houses, Report Groups, Subjects, Tutor Groups and Year Groups, and others as required.
· Liaise closely with the National Timetabling Officer and LMS (Learning Management System) to provide support via the team as required. 


Examinations
· Lead and oversee the work of the Regional Exams Administrator to configure and maintain the Examination module to include seasons, basedata, candidate assignments, exams sheets, seating organisation, special candidate requirements.
· Lead and oversee the work of the Regional Exams Administrator to collate and consolidate information for all Regional external exam cycles - entries, registrations, submissions, amendments and results.


Parent and Student Portal
· Lead and oversee the configuration and maintenance of the Parent and Student Portal interface including user accounts, changes as requested to student core information, publish documents, and announcements.


Configuration/ Setup
· Lead and oversee the configurations and setup for all users of the MIS and third-party data platforms.
· Lead and oversee the management and maintenance of correct user permissions for allocated users and ensure compliance with GDPR.
· Lead and oversee the ongoing development of the MIS, third party systems and other data systems as required.


Reports
· Lead and oversee the Creation, maintenance and management of routine, scheduled and ad hoc reports (including administration, analysis, assessment, attendance, behaviour, census, communication, cover, curriculum, examinations, parent portal, setup and support.
· Lead and oversee the setup of mark sheets to transfer data into reports via mail merge to create Parent reports and ADPR process.
· Provide data and support for the Recognition of Excellence awards.



SUPPORT AND TRAINING

Lead and oversee the:
· Training of campus and RSO staff in the use of the MIS and third-party data and analysis platforms.
· Training of new Exams Officers and deputies in the use the MIS and third party platforms as required, working with the Principal Team and Curriculum Teams to update as required.
· Support and monitoring of campus staff in their day-to-day use of the systems to enable the production of quality data sets. 
· Regularly informing on updates to MIS and third-party data and analysis platforms.
· Promote the effective use of the MIS and third-party data and analysis platforms. 
· Response to Help Desk queries relating to the MIS and third-party data and analysis platforms.
· First points of contact for allocated campuses.
· Organise and host regular meetings with campus administrators to inform and monitor task completion.



OTHER DUTIES

· Represent OSG UK both internally and externally building effective relationships.
· Meet regularly with the Regional Director of Teaching & Learning UK Secondary, to report on progress and to agree priorities for the next period. 
· Contribute to agreed national projects as directed. 
· Ensure that due diligence, process and data protection principles are followed for any third-party platform that draws data from, or uploads data, into the MIS. 
· Where required coordinate with RSO teams (EA, HR, Finance, IT) to ensure the secure and accurate transfer of data between systems.  
· Support other Regional Data Officers when required.
· Maintain a detailed knowledge of DfE guidelines, national performance measures, exam board specifications and JCQ/ CIE regulations.



GENERAL DUTIES

· To perform such other duties as may be requested from time to time, commensurate with the role.
· Uphold and promulgate the OSG UK ethos within all areas of responsibility.
· Contribute to, share in and promote the wider and longer-term vision of OSG UK and OneSchool.
· To promote equality, diversity and inclusion and demonstrate this within the role, adhering to the OSG UK Equal Opportunity Policy
· Comply with and support the implementation of all School and OSG UK policies. 
· To adhere to Health & Safety Policies and ensure all tasks are carried out with due regard to Health and Safety
· To work with a high degree of professionalism and discretion setting a positive example to others.
· Given the nature of the role, work in a collegiate and discreet manner at all times.
· To work with due regard to confidentiality and in accordance with the principles of Data Protection, encouraging others to do the same.


PERSONAL DUTIES

· To set an example of positive personal integrity and professionalism, with positive, appropriate and effective communications and relationships at all levels
· Ensure high standards are maintained, progressed and promoted in all areas of work.
· To undertake appropriate professional development and positively participate in the appraisal of own performance. 
· Communicate and co-operate effectively and positively with specialists from outside agencies where applicable.
· Attendance at staff meetings as appropriate.


SAFEGUARDING

OneSchool Global UK and its affiliated schools are committed to safeguarding and protecting the children and young people that we work with. As such, all posts are subject to a safer recruitment process, including the disclosure of criminal records and vetting checks.

We ensure that we have a range of policies and procedures in place which promote safeguarding and safer working practice across the school. This is in line with statutory guidance Keeping Children Safe in Education 2024 and The Education Act, we expect all staff and volunteers to share this commitment.

	



REPORTING TO
	
Reporting to the Regional Director of Education

Direct reports = Regional Data Officers and Regional Examinations Administrator




ROLE SPECIFICS 
	
This is a full time, 52-week role based at one of our UK campuses, homeworking will be considered. 
There are 25 days of annual leave with this role, in addition to bank and public holidays. It is expected that leave will not be taken on or around examination results days.

The post holder may be required to visit campuses throughout the UK to support training events or cover for exam administration, where such matters cannot be addressed online. This may, on infrequent occasions, require national travel and overnight stays.




SUPPORT FOR THE ROLE
	
OneSchool Global UK provides a range of support services in areas such as ICT, recruitment, HR, policies, resources and compliance.




ISSUED BY
	
OneSchool Global UK 
Issue date: October 2024






Person Specification: Regional Data Officer

	Specification
	Essential
	Desirable

	Experience and Knowledge
	· Working in an education data management role
· Experience of producing accurate data for reporting and assessment 
· In depth knowledge of working with all aspects of the MIS system
· Proven track record of working collaboratively within a team  
	· Working as an Examinations Officer
· Experience of managing and developing data systems
· Knowledge of school curriculum 
· Experience of leading a team and holding others to account.


	Education and Qualifications
	· Excellent database management knowledge 
· Experience of advanced working with spreadsheet software
· Excellent knowledge of Microsoft Office
· A* to C in GCSE or equivalent including English and Mathematics or have relevant vocational experience. 
· Evidence of continuing professional development  
	· Relevant qualification in ICT or Business administration
· Vocational qualifications relating to software systems

	Skills and Abilities
	· Good written and verbal communications with confidence in dealing with people at a range of different levels internally and externally.
· Good presentation skills using a clear and accessible manner both orally and in writing (e.g., briefings, reports)
· Ability to inspire professional confidence in others at all levels and to a wide audience. 
· Able to build good relationships and establish credibility and rapport with staff on all levels. 
· Excellent ICT skills
· Excellent organisational and planning skills
· Strong analytical skills and ability to work with complex data.
· Attention to detail and problem-solving skills.
· Ability to work under pressure and meet deadlines. 
· Excellent telephone manner
· Ability to assimilate new information and keep abreast of changing external requirements and their implications. 
· Excellent IT skills to include Outlook, Word, Excel and PowerPoint
· Ability to work appropriately with highly sensitive and confidential information
	

	Training
	· Have undertaken MIS training.
· Willingness to undertake relevant training and identify own development needs.
· Committed to ongoing CPD and Professional development
	· Data Protection Training
· Have undertaken training in the use of Bromcom to an in-depth level.


	Attributes and Attitudes
	· Ability to work within and always maintain confidentiality and discretion.
· Remain constructive when disagreeing or challenging.
· Seize opportunities to move things forward.
· Adjust quickly and proactively when priorities change and take prompt corrective action when required.
· Flexible approach and a positive attitude towards work
· Ability to work out of hours (within reason)
· Ability to travel to meetings across the UK Punctual and reliable.
· Ability to adapt to changes in the workplace
	

	Equality, diversity and inclusion
	· Knowledge, understanding and commitment to equality, diversity and inclusion informed by practical experience and application  
	

	Safeguarding 
	· Knowledge, understanding and commitment to safeguarding and promoting the welfare of students. 
· Ability to form and maintain appropriate relationships and personal boundaries with students
	



The post holder will be required to complete an enhanced Disclosure Barring Service (DBS) Check with appropriate barred list checks, or the equivalent, and must be eligible to work in the UK. This post may be subject to a Section 128 Check regarding the suitability for involvement in the management of a school.

OneSchool Global UK is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

All staff are expected to be committed to the Equal Opportunities Policy.


	Employee Name:

	

	Employee Signature:

	

	Date:

	

	Line Manager Name:

	

	Line Manager Signature:

	

	Date:
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