
Barnhill Community High 
Senior Data Officer 

 

 

JOB DESCRIPTION 
 

Purpose of Post: 
1. To work with the Trust Data Manager, to raise educational standards by managing and       administrating the 

Primary data using Target Tracker and Excel data trackers. 
2. To support different staff - including helping the staff to specify appropriate and precise requirements - and then 

producing data and analyses that meet those requirements. 
3. To produce accurate collection, collation, analysis, and distribution of student data as and when required. 
4. To manage the primary school data cycle including setting up data collection sheers and helping with analysis of 

data collections and external results such as SATS. 
5. To manage the administration of Target Tracker & SIMS. 
6. To provide effective and timely analysis data analysis to support school improvement. 
7. To train and support staff in the use of school data and systems if and when required. 

 

Data Cycle 
1. To develop processes and procedures for the management and use of school data and systems.  
2. To be able to maintain and look after the start and end of Primary school year procedures. 
3. To provide some support on other areas such as Attendance and maintain the Attendance Dashboards. 
4. To maintain up to date records on student baselines at primary school level. 

5. To check teacher data entry and chase correction and/or completion where necessary. 

6. To export/ import/match data from/to/between systems such Targets Tracker, PIXL and external data sources 
to ensure data is consistent and up to date in all analysis systems. 

 

Data Analysis 

1. To produce and effectively communicate complex data analysis for a range of audiences by: 

• Use wide knowledge of data sources and tools to determine the best approach to providing analysis 

• Produce data analysis using a range of tools including MS excel, system reports and external analysis sources. 
2. To support staff to analyse data in their own area of work. This may include providing advice on data sources, 

analysis approaches and excel coaching. 

 
Other 
1. To undertake other admin responsibilities as and when required within the post. 

 
Due to the evolving nature of the school structure all job descriptions may need to be adjusted, through consultation, 
to meet the needs of the school. 

 

Barnhill Community High is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 

TITLE OF:   Senior Data Officer (Primary Schools based) 
 
GRADE:    NJC20 (Term Time ONLY, 39 Weeks) 
 
DATE OF:   Spring / Easter 2023 
 
LINE MANAGER:   Trust Data Manager   
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PERSON SPECIFICATION 

 
1. Educated to a high standard, ideally degree level 
2. At least 2 years’ experience working with School data in Primary and Secondary would be an advantage 

3. High level knowledge and understanding of school data management cycle including Key Stage 2 baselines, target 
setting, progress tracking and school performance measures. 

4. Experience in the administration of Target Tracker and SIMS 
5. Proven ability to interpret analysis requirements and present complex data in accessible formats. 
6. Excellent ICT skills, including advanced use of Office software 
7. Ability to analyse data using MS excel including pivot tables. 
8. Excellent interpersonal skills, ability to establish and maintain effective working relationships and deal with 

people at all levels. 

9. Ability to communicate confidently and effectively both orally and in writing. 
10. Ability to work accurately with excellent attention to detail and produce high quality of work. 
11. Ability to work under pressure and manage competing priorities to ensure that deadlines are met. 
12. Willingness to work to further the School’s aims with regard to equal opportunities and raising achievement and 

work cooperatively towards the aims of the school. 
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