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	Glebe School: Data Quality Manager
Grade: SO1 scale points 23-25, £33,351-£34,341 FTE
Actual salary: £28,912-£29,770
36 hours per week, 40 weeks per year (worked over 39 weeks)
Specialist Learning Trust
An ambitious, inspirational trust, providing outstanding learning and support 
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	Main duties & responsibilities

	· Reporting to the Assistant  Head Teacher & SLT, co-ordinate and administer the efficient running of the school’s curriculum management information systems (including but not limited to SIMS, Nova-T, CASPA, CPOMS & School Cloud) in order to support the delivery of the school’s vision and development plan
· Identifying and implementing ways in which the school’s MIS (SIMS) can be used more effectively to aid school intelligence and performance
· Produce data, reports and analysis for the SLT and teaching staff to track attainment, progress, exam predictions & results, behaviour and interventions to inform decision-making and to support student development 
· Work closely with the administration and pastoral teams to produce data which provides a holistic view of individuals and groups of students
· Co-ordinate the integration and ongoing development of the school’s management information systems 
· Review the school’s reporting cycle and structure and make recommendations for improvement
· Ensure the integrity of the school’s data relating to student attainment, progress and behavior and resolve or escalate issues where appropriate
· Work with colleagues to develop and implement improved information management and data protection practices across the academic functions of the school  
· Work closely with the IT support staff to ensure the smooth running and compliance of the school’s data management systems
· Assist with the production and updating of the academic timetables 
· Assist with the production of statutory returns, where required
· Provide assistance with ad hoc requests for data and analysis
· Support colleagues to implement effective ways of sharing information, for example developing the school’s remote learning capability (including, but not limited to Microsoft Teams)
· Work with colleagues to develop training materials and deliver training to pupils 
· Work with colleagues to develop the school’s online interactions with parents and carers (including but not limited to online reporting) 
· Assist with the monitoring and update cycle for curriculum policies
· Assist the Examinations Officer where necessary

	Strategic
responsibilities
	· Promote actively the school’s Vision, Values and policies to students, staff and other members of the school community
· Play a full part in the life of the school community, to support its distinctive aim and ethos and to encourage staff and students to follow this example
· Contribute to whole school and wider community development 
· Implement whole school policy and practice
· Attend department and wider school meetings
· Participate in staff meetings and deliver presentations and training as required 

	Other specific duties/
requirements
	· Participate in professional development and keep abreast of developments in your areas of responsibility 
· Take part in wider staff training and development
· Engage actively in the Performance Management Review process 
· To be reflective and to continually strive for self-improvement
· Act as a role model to others, demonstrating high standards of professionalism in all aspects of practice
· Comply with and enforce all policies and regulations relating to Child Protection and Safeguarding 
· To comply with the school’s Health and Safety Policy and undertake risk assessments where required
· Understand and comply with data protection regulations 
· Demonstrate a record of excellent attendance and punctuality
· Adhere to the school’s Staff Code of Conduct and dress code
· Undertake any other duties as reasonably requested by the SLT
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