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ST. FRANCIS XAVIER SCHOOL

JOB DESCRIPTION

	POST:
	Data manager

	GRADE:

	Band 8

	RESPONSIBLE TO:
	Headteacher/Governors

	POST REF:
	
	JOB FAMILY:
	

	JOB PURPOSE:
	The core focus of this job is to control, in conjunction with the Senior Leadership Team, the strategic management of whole school data, including the efficient and effective delivery of the school’s assessment, recording, reporting and tracking systems. 

An extensive knowledge of Excel is paramount to the successful delivery of this role and the ability to run the schools data management systems will be required.


	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational and Resource Management

	DATA MANAGEMENT

· Develop and manage data within the school’s management information system, Bromcom, and associated and related data packages, ensuring its completeness and accuracy.

· Use Excel at an advanced level in order to manipulate data exported from Bromcom, to produce detailed and complex reports.

· Use Assessment Manager, within Bromcom, as a power user, developing the application to suit the needs of the school to analyse and report on the progress, attendance, attitude to learning, and behaviour of individual students and cohorts of students, at published times throughout the year.

· Use the Assessment Manager to develop marksheets, templates and grade sets etc for your own use and the school as a whole.

· In conjunction with the Headteacher and SLT, support the development of tracking systems and maintain them accordingly, in order that the school tracks the progress of all students effectively.

· Responsibility for the DfE and Catholic Education Service (CES) Censuses.
· Work as the school’s E Safety Officer.

· Support the embedding of newly developed systems including providing CPD.

· Validate and verify data, including threshold and target data and import into Bromcom and Sisra.

· Offer technical assistance to day-to-day support to staff with regard to Bromcom and associated data packages.

· Explore and develop, in conjunction with SLT, software applications to facilitate school operations and data management.

· Produce data related documents for the school.

· Be responsible for the management and allocation of work to the ICT Technician and Exams Officer where appropriate.
· Management of ‘My Child At School’ Portal.
· Support the work of the Pastoral Team and the designated SLT member responsible for curriculum, assessment and examinations.

· Assist in the data management of school activities, e.g. visits and trips.

· Support the school’s examination process and work closely with the Examinations Officer.
· Undertake general administrative and clerical tasks where required.
ONLINE ACTIVITIES
· Collaborating with the Administration Team and other key members of staff.

· Utilising school media to develop communication streams and additionally promote the school.

· In emergency situations, assist the Headteacher/Senior Leadership Team in publishing emergency notices via social and online media.



	Communications 


	· Communicate effectively with all children and young people.
· Liaise with all areas of the school and outside organisations.

· Know how to share information – in writing, by telephone, electronically and in person.

· Be aware that different types of information exist (for example confidential information, personal data and sensitive personal data) and appreciate the implications of those differences.
· Remember and understand the procedures and legislation relating to confidentiality issues that apply to your role.



	Safeguarding 
	· Be responsible for promoting and safeguarding the welfare of
  children and young people that you are responsible for and come
  into contact with.

· Be able to recognise when a child or young person is in danger or
  at risk of harm and take action to protect them.

· Understand and comply with data protection issues within the
  context of your role and to ensure the safety of students.

· Have awareness and basic knowledge, where appropriate, of the
  most recent legislation.


	Data Protection
	· To comply with St. Francis Xavier School’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.



	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety Policy and Procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.
· Follow the school’s Health & Safety Policy.



	Equalities
	· Support in full the School’s Equality of Opportunity Policy by ensuring strict adherence to the guidelines of the policy within the Pastoral Support Team.

· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition. 


	Flexibility
	· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

· St. Francis Xavier School recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances.  Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with St. Francis Xavier School Policies and Procedures.

· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
  

	Customer Service
	· St. Francis Xavier School requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· St. Francis Xavier School requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  



	Other Requirements
	· Participate in training and continuous professional development as required.

· Participate in the induction and further training of new staff.

· Maintain an understanding of the development of software, online solutions and social networking related to the roles and areas of responsibility.

· Participate in the school’s appraisal scheme, ensuring that performance standards and targets are set and met within the agreed timescale.


	Date of Issue


	February 2018


