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Job Description
	
Position:
Data Manager 


Responsible to:
Deputy Head Teacher (Standards) & Dir of Admin


Contract:
37 hours per week, 52 weeks per year


Grade:
Dependent on experience


Hours of Work:
To be negotiated

	


Job Purpose  
To service the school’s Assessment/Data analysis and handling needs. 

Major areas of responsibility 
Data Handling & Management 
Under the guidance of the designated Deputy Head Teacher, the post holder will be responsible for the input, manipulation, management and dissemination of all school data to include: National Test data, Fisher Family Trust data, GCSE, and GCE data along with baseline/standardised test results. He/she will also be required to work with the leadership team to use data for review and preview of performance. He/she will be directly responsible for the coordination, administration, management and dissemination of accurate data needed by all stakeholders, including senior and middle leaders, teachers, parents and students. This will include the management of data aspects of the School Management Information System (sims) and appropriate administrative ICT systems necessary for the role to be fulfilled.  He/she will recognise own strengths and areas of expertise and use these to advise and support others.

Specific Responsibilities 

Assessments 
· To develop and manage analytical reporting at all levels within the College. 

· To be responsible for the extraction of assessment data as required by the designated Deputy Head Teacher.

· To be responsible for the production of summary and statistical analyses following student assessments. 

· To support the college target setting process using internal and external data as requested by middle and senior managers. 

· To support the reporting process to parents and external bodies.

· To track the uptake of subjects and monitor performance against targets.

· To liaise with external agencies, ensuring that school improvement is prioritised.

· To prepare monitoring information for Curriculum Area Leaders and Directors of Faculty, especially at the start of the academic year and in preparation for scrutiny level meetings

· Contribute to the development of data management and information sharing across the school by monitoring and improving processes and procedures to meet the needs of the school.

· To ensure that the College progresses with on-line reporting using existing software reporting systems and to proactively investigate new packages and ideas to achieve optimum performance. To support the transition across key stages through data

· To present/analyse data for use with external agencies e.g. OFSTED and the Collaborative Academies Trust 

· To collect, transfer and collate data between key stages

· To use this data to generate prior attainment and targets information for SLT and teaching staff.  

· To use this data to support the options process and student guidance 

· The successful candidate must be able to manipulate large data sets and have statistical analysis skills to interpret and evaluate findings. Highly developed general IT skills, including the use of EXCEL are essential. 
General

· Attend and participate in relevant meetings, training and other learning activities and performance development as required.

· Be aware of and comply with policies and procedures relating to child protection, health and safety, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be responsible for own health and safety, as well as that of colleagues, pupils and the public. Employees should cooperate with management, follow established systems of work, use protective equipment where necessary and report defects and hazards to management.

These above mentioned duties are neither exclusive nor exhaustive and the post-holder may be required to carry out other duties as required by the School.

It is the practice of this College to examine Job Descriptions and to update them to ensure that they relate to the jobs as they are being performed or to incorporate whatever changes are being proposed.  It is the College’s aim to reach agreement on any alterations.  If this is not possible the Headteacher reserves the right to direct change to your Job Description after consultation with you.

Kingsthorpe College is committed to safeguarding and promoting the welfare of children and young people and expects all members of staff to share this commitment.
