ERITH SCHOOL - JOB DESCRIPTION 

Assessment and Data Manager

	Post Title:
	Assessment and Data Manager    (Term time only – 41 weeks per year) 2 weeks to be worked during examination results period in August

	Salary:
	Bexley 09, Points 1 – 4 (£26,805 - £29,517 pro rata)

	Purpose:
	Meeting the assessment needs of Erith School including Management of the SIMS                                                       Assessment Manager module and oversight of SIMS across the school.

	Reporting to:
	The Headteacher, Deputy Headteachers and Director of Progress

	Responsible for:
	· Ensuring the efficient and effective use of SIMS across the school

· Developing efficient collection and delivery methods, data and analysis for regular

      monitoring and assessment across all year groups 

· To work with other teaching and support teams within the school throughout the year to improve the collection, accuracy and use of assessments and other data.

	Main roles and responsibilities  for the post:


	Key responsibilities – SIMS management

· Run end of year processes

· Mange the annual student census

· Perform regular data housekeeping

· Make recommendations as to most appropriate use of SIMS.Net modules

· Develop protocols for use of modules and ensure staff follow this protocol

· To undertake statutory returns, in conjunction with the Business Manager, including but not limited to termly census, School workforce census and such other statistical returns as may be required of the School

· Oversee the checking exercises as required by the DfE and other agencies

· To design SIMS reports to specific requirements for members of the SLT and other members of staff, as required

· To keep up-to-date with DfE and Ofsted publications, download and inform members of the SLT in a timely manner

· To ensure systems skills are kept up to date

· Work with the Headteacher, Deputy Headteachers and Director of Progress to ensure systems housekeeping routines are carried out on a regular basis

· Work with other parties within the school; Deputy in charge of Timetable, Finance

Manager, Examinations Officer, to ensure the connections between their shared data is agreed and understood
Key responsibilities – Assessment and Reporting

· To operate all computerised systems relating to assessment, reporting and common transfer files including:

-
setting up procedures

-
inputting data

-
analysis of data

-
circulating all necessary information relating to assessment and reporting.

· Facilitate the collection and dissemination of student assessment information producing documentations including memos, pro-forma, grade sheets, letters and reports relating to whole school assessment procedures

· Provide data and insight to support teaching and learning throughout the school through a variety of methods

· Make use of SIMS, 4Matrix, ALPS and other data tools to administer the assessment process

· To regularly appraise school assessment methodology and work with the Headteacher, Deputy Headteachers and Director of Progress for data management to improve its quality, repeatability and scalability;

· Assist the Headteacher, Deputy Headteachers and Director of Progress in providing assessment analysis, to allow the school senior leadership team to set school and curriculum areas performance related targets

· Assist in the formulation of subject targets for students

· Constantly check data for accuracy

· Assist teaching staff and school leaders in making full use of the data available to them
· To support, where required, the School Examination Officer

· To assist with analysis of external examination results, including the creation of spreadsheets

· Collect and maintain accurate student assessment information from Government, Local Authority or other external agencies

· Participate in training other members of staff in the school assessment process, its systems timeline and expectations

· To keep abreast of DfE updates and recommendations regarding assessment and examinations

General duties
· Authority over resources:

 - to oversee all items of office hardware and ensure their security

 - to ensure a safe working environment prevails

 - to order relevant stock and equipment

· Overall management of the Assessment and reporting systems is the responsibility of a Deputy Headteacher (who, in turn, is accountable to the Headteacher)

· The applicant appointed to this post will be deployed by the Deputy Headteacher on reasonable duties at all times

· Erith School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment



	This job description is not necessarily a comprehensive definition. It will be reviewed periodically and when appropriate to reflect or anticipate changes in the job commensurate with the grade and job title. It may be subject to change or modification at any time after consultation taking into account the circumstances of the school and their implications.


ERITH SCHOOL – PERSON SPECIFICATION  

Assessment and Data Manager

	AREA
	ESSENTIAL
	DESIRABLE
	Method of Assessment

	Application
	· Well-structured supporting letter outlining experience and skills 

· Two supporting references
	
	- Supporting letter

- References

	Qualifications
	· Good Level 3 qualifications
	· Degree and/or relevant ICT qualifications
	- Application 

- Certificates

	Experience
	· Working in a secondary school environment

· Being able to operate a range of computerised systems relating to assessment, reporting and common transfer files

· Good administrative and ICT skills including data entry and retrieval, word processing, creating spreadsheets and implementing SIMS (School Information Management System)

· Experience of data input and manipulation
	 
	- Supporting Letter

- Interview

- References



	Knowledge &

Skills
	· Knowledge and skills within a variety of ICT applications including Excel

· Knowledge of SIMS (School Information Management System)

· Ability to produce written reports suitable for a variety of audiences

· Knowledge and understanding of the data requirements of schools

· Ability to interpret or analyse data and information or situations in order to make a decision or recommendation

· Excellent organisational and time management skills

· Excellent interpersonal and communication skills
	· Knowledge of 4Matrix and ALPS
	- Supporting Letter

- Interview

- References

	Personal Qualities
	· Highly organised

· Ability to work under pressure

· Creative in problem solving together with a willingness to take on new approaches and ideas 

· A positive, “can do” approach to cope with the challenges ahead 

· Reliability and integrity 

· Committed to the welfare and safeguarding of young people 
	· To be positive about the need for innovation and change
	- Application

- Reference

- Interview


