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Great Yarmouth VA HIGH SCHOOL

JOB DESCRIPTION


	
	

	Job Title:


	Data Manager

	Grade:
Hours of Work

Weeks Worked

	Scale G
37 Hours per week

Full Time



	Responsible To:
	Assistant Headteacher – Achievement 

	General Responsibilities and Duties:

	To manage data analysis for the school by collating, controlling, interpreting and disseminating complete and accurate data to enable target setting, analyse results and provide baseline data for the leadership team, curriculum leaders and classroom teachers so action can be taken to help raise pupils’ standards of achievement. To manage the school’s reporting of pupil progress to parents and to ensure accurate and timely production of school statistics in order to report to the leadership team, government, school governors and other stakeholders. 


	Specific Duties
	

	· To analyse and interpret whole school assessment data from its management information system and prepare reports for governors, the leadership team, curriculum leaders and other stakeholders
· To take responsibility in ensuring that data held on the school’s management information system (MIS) is entered accurately and completely and is kept up to date. Data includes both staff and pupil records

· Manage and analyse data for predictive, target setting and monitoring purposes, providing both verbal and written reports to the leadership team and curriculum leaders

· Ensure teaching, support and admin staff have had sufficient training and guidance in the use of MIS system to enable it to act as a useful and effective source of information 

· Develop and implement new policies and procedures and MIS enhancements that help improve the collation and control of information across the school in order to inform decision making and whole school performance

· Manage the accurate collection and collation of data for DFE and other government bodies returns and submissions, including the termly census 

· To act as lead advisor for the school in relation to related legislation such as the Data Protection Act and Freedom of Information Act

· To lead on behalf of the school in the production of pupil reports and ensure that individual pupil performance data is available to teachers for consultations with parents
· Manage pupil data transfer including preparing data transfer forms for feeder schools
· To enter new staff data onto MIS and archive leavers. Update database with any staff changes in liaison with HR

· To liaise with the PA to the headteacher with inputting staff absence data onto MIS

· To produce ad hoc bespoke reports and information to staff across the school on request, including data in order to inform the giving of student performance rewards
· Produce any other reports as requested

· Participate in the annual construction of the timetable within the MIS using data provided by the leadership team
· To undertake any other duties of an administrative nature and any other duties that are within the scope of the post as determined by the headteacher and the leadership team. 

	

	Review

	This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post-holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post-holder’s professional responsibilities and duties.



	Signature:


	Date:
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