SIR JOHN HUNT COMMUNITY SPORTS COLLEGE

Title:					Data & Systems Manager
Post Grading:			Grade F/G
Annual Hours:			1685
Weekly Hours: 			40
Working Hours:	8.30am – 5.00pm (30 mins lunch)         
Weeks per year:			Full time
Additional Hours:			165 hours to be worked outside of term time. Holiday may be taken in term time through negotiation with Principal.
Line Manger:			Vice Principal
Accountable to:			Principal
Postholder:          			


This document outlines the duties required of the post holder for the time being to indicate a level of responsibility.  It is not a comprehensive or exclusive list, and from time to time duties may be varied, which do not change the level of responsibility or general character of the job.

Roles and Responsibilities:

Data & Exams

1. To be responsible for and provide line management of the data, exams and cover team, ensuring that statutory and legal requirements are met with respect to data management and that exam procedures are effective and meet the expected standards.

2. To manage the production of data reports as per the data tracking policy and college calendar to support the curriculum and pastoral data processes.

3. Support the Business Manager in ensuring that the college meets its Data Protection needs, ensuring that it is compliant with GDPR legislation.

4. To develop and manage a large data base to include quality assurance processes and implement protocols to ensure that data held is reliable, robust including implementing user protocols, developing effective links with the Local Authority, education partners, other data managers, and external agencies (e.g. FFT/Sisra) to identify and support training as required, and disseminate information.

5. To have oversight of ensuring the correct procedures regarding admissions are followed, to include: creating pre-admission groups and importing new students, assigning new students to the correct groups on SIMS, managing the input of information from S11 forms.

6. To be responsible for the management of all School Census returns (including Post 16 & School workforce) and all other external/internal data analysis as required.

7. Provide advice and guidance to SLT related to government/curriculum change relating to all aspects of data collection, analysis and college performance. 

8. To produce appropriate reports to support the working practices of the college including:

a. regular Praise reports to ensure tutors are aware of student allocations and for SLT/Pastoral Leaders to present evidence of praise points being issued to students

b. regular reports to show the number of students on roll and the profile of each year group including individual groups
c. generating other SIMS/SISRA based reports relevant to the post as requested
d. producing accurate reports to parents
e. producing qualification results analysis (including assessments & Mocks) reports for various stakeholders
f. supporting the Principal and Vice Principal in producing data reports for Governors

9. To ensure that all KS2 results are entered and missing data is tracked down.

10. To maintain an accurate data bank on the college MIS and SISRA.

11. To interrogate assessment data and give suggestions to the Leadership Team and other staff on the best means of communicating and using the data.

12. To use National statistical information to track data and student progress.

13. The completion of such other duties or developmental work, which may arise from time to time.

Systems

1. Take the lead role in the development, maintenance and management of information systems.
 
2. To have overall responsibility for ensuring School’s Management Information System is maintained to ensure accuracy, integrity, and timeliness in relation to data collection, analysis, reporting and timetabling.  

3. Maintenance of the school MIS system, set up staff accounts, access rights, attending training courses and training staff internally. 

4. To manage all aspects of thew college MIS system, ensuring efficient and consistent linkage between modules and with other software as well as preparation for the start of each academic year. 

5. To manage teaching group lists.

6. Setting up and ongoing management of new systems to meet the needs of the Senior Leadership Team, including Class Charts, Learning Gateway and other support systems.

7. Complete all aspects of the annual college timetabling exercise and update as necessary throughout the year.

8. Liaise with the Vice Principal responsible for the timetable, Pastoral Leaders and Curriculum Leaders to create class lists for the coming academic year. 

CPD

1. To attend regular CPD opportunities to ensure own knowledge is sufficient to meet the needs of the role.

2. To liaise with relevant providers on training and developments to the college MIS system as well as having an awareness of other external Data/MIS training and matching this to internal need. 

3. Provide advice and guidance to staff on information management and data collection/analysis and contribute to whole college training.

4. Prepare and deliver Data/MIS training in-house to appropriate cohorts of staff. 

5. To organise CPD for all staff in the use of the MIS/SISRA.
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