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	Robert Clack School of Science
Executive Headteacher : Mr R.V.A. Taylor B.Sc., (Econ) (Hons)


	Recruitment pack

	MIS AND DATA LEAD


	
Tel: 020 8270 4200
Website: www.robertclack.co.uk 
Email: office@robertclack.co.uk 
Recruitment queries: eselvon@robertclack.co.uk 














Welcome to Robert Clack School

As a former pupil and member of staff for the past 20 years, Robert Clack School and our pupils mean a great deal to me. I believe that Robert Clack is a very special place; we have a strong sense of community and strive for excellence in all that we do. 

We are committed to delivering a broad and balanced education, one which appreciates the importance of academic qualifications, but one which also recognises the value of vocational qualifications and the extra-curricular of sport, drama, music, the arts and debate. 

Our ethos permeates every aspect of life at Robert Clack School and cultivates the values of mutual respect, compassion, discipline, high expectations and aspirations and hard work. By embracing these values, we believe that our pupils will be able to fulfil their ambitions in life, whatever they may be.

I am delighted that you are interested in pursuing a career at Robert Clack School. Please find enclosed information relevant to the role you may wish to apply for.

Good luck and best wishes. 

Russell Taylor 
Executive Headteacher 
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The Recruitment and Application Process
	
To view the job description, person specification and to download an Application Form please follow this link to the School website: https://www.robertclack.co.uk/znon-teaching-vacancies 

Please submit completed applications by e-mail to: eselvon@robertclack.co.uk  on online via the advert for the post on the TES website.

Please note that CVs will only be accepted if accompanied by an Application Form.

If you have any queries about the application process, you are welcome to contact the School’s HR Manager, Emma Selvon on the above email address. 

Safeguarding and Promoting the Welfare of Children and Young People Note:

	Robert Clack School is committed to safeguarding and promoting the welfare of children and young people.  Successful applicants must be willing to undergo identity checks, checks with past employers, an online internet search and an enhanced Disclosure & Barring Service check.



 
 Key dates:

 Closing date for receipt of applications: 8am on Thursday 4 January 2024.

 Interviews to be held: To be confirmed. During mid to end January 2024.

Commencement date in post for successful candidate: As soon as possible.










 

Advertisement 
	
	


MIS/Data Lead 
	
SALARY: Scale PO3 (exact salary - £42,840 - £46,041 per annum)

APPOINTMENT: 35 hours per week, Monday to Friday, full-time (52 weeks per year) 

HOURS OF WORK: 8.00am - 4.00pm (1 hour unpaid lunch break)

Due to the ongoing expansion of the School, we are creating the new post of MIS/Data Lead. We require someone who has excellent skills and experience of effectively managing MIS and Data across a large organisation. You must also possess experience of effectively line managing others. You will mainly be based at one of the School’s three sites. However, when required you will also be expected to provide management and support across any of the three sites.

Your role will have strategic oversight of, and lead on the implementation, development, maintenance and operation of the School’s MIS system and integrated services, enabling and developing MIS to work with other systems. You will also be responsible for the infrastructure and building of key areas such as; assessment, reporting, examinations, pupil tracking, target setting and results analysis across the School.

You will be required to have the following skills and experience:
· Proven experience of managing data within a medium to large organisation.
· In-depth/detailed experience of working with school management information systems or proven transferrable skills.
· Experience of developing and implementing new administrative procedures and systems.
· Detailed knowledge and understanding of a management information system (MIS).
· Successful experiencing of leading and managing a team.
· Excellent ICT skills including a high proficiency in the use of Microsoft Office and the manipulation of data.
· Excellent levels of literacy and numeracy;
· High standard of effective verbal & written communication skills when dealing with colleagues, pupils, parents and visitors;
· Excellent time management and organisational skills along with the ability to prioritise effectively and meet deadlines;
· A track records of delivering successful projects and supporting organisations to achieve results.
· Ability to work effectively and professionally as part of a team;
· Ability to follow instructions and adhere to all school policies;




· Ability to negotiate, motivate and persuade;
· Ability to work on own initiative and calmly under pressure;
· Ability to juggle a busy varied workload and respond flexibly to changing priorities;
· Organised and able to work methodically, with meticulous attention to detail.
· Ability to work successfully in a busy and pressurised environment.
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	Job Title:
	MIS and Data Lead

	Working Hours:
	
Full-time, 35 hours per week, (52 weeks per year)


	Department:	
	Administration

	School:
	
Robert Clack School

Although you may be based on one school site, your role is not site specific.
o provide support to the senior leadership team as and when required.in particular for Science, Technology, Maths, Business Stu

	Reports to:
	Senior Leadership Team Line Manager

	Jointly responsible for:
	Examinations / Data

	Number of Posts Supervised/Managed:
	4 / 5



1. Purpose of the Job:
· To have strategic oversight and lead on the implementation, development, maintenance and operation of the School’s MIS system and integrated services, enabling and developing MIS to work with other systems.
· To be responsible for the infrastructure and building of key areas, such as;  assessment, reporting, examinations, pupil tracking, target setting, results analysis, MIS and data management across the school.
· To ensure that systems are expanded and sustained to record assessment and target setting.
· To manage the development and maintenance of systems to track assessment and link these to targets.
· To promote the use of data throughout the whole School in an integrated, consistent manner ensuring all systems meet the needs of leadership and compliance with DfE guidance and regulations.
· To provide support, training and awareness to staff in ways to use data and systems to aid in teaching & learning and administration, ensuring they understand how their work should be performed in accordance with current legislation and good practice.
· When required to represent the School on relevant working groups.
· To hold line management responsibility for examinations and data and the staff based within those teams.
· Undertake processing of returns to the DfE. 
· To hold responsibility for working closely with school leaders to ensure that all aspects of the whole School’s timetabling provision for all departments works smoothly, accurately and supports expansion and school improvement across the School.



2. Main Activities

Assessment, Reporting, Analysis, Target Setting
· To develop the School’s Teacher Assessment System.
· Create the required marksheets and assessment methods on MIS to enable the Data Manager to collate and collect data effectively.
· To oversee assessment and data reporting to the Senior Leadership Team.
· Analyse external and internal assessment data and reports.

Examinations
· To line manage the Senior Examinations Officer.
· To ensure examinations are linked with Teacher Assessment System.
· To carry out whole school analysis of examination results.

Data Management
· To line manage the data team.
· To have continual responsibility for reviewing the service practice and provision of school data across the School, making recommendation for change, managing implementation and reviewing as required.
· To hold strategic oversight of the School’ MIS system and integrated services (i.e., SharePoint, MCAS, 4Matrix) to ensure that there is a Single Point of Truth for all data in the school.
· To analyse and present data when required.
· To develop and expand the School’s MIS to store additional information about students beyond government requirement.
· To liaise with third party suppliers when required to ensure effective and efficient service delivery and system integration where possible.
· To regularly monitor DfE guidance and liaise with the Local Authority and other agencies (where required) for the collection, entry and extraction of data required to ensure statutory and other statistical returns are completed accurately and within published deadlines.
· To arrange and give training sessions to staff on the School’s MIS system within their area of responsibility to ensure they are aware of procedures, processes and regulations.

Whole School Timetabling
· Develop and maintain an understanding of timetabling curriculum and specific requirements, for allocated schools/departments as determined by the SLT line manager, working in constant collaboration to embed good practice.
· In close collaboration with allocated schools/departments, plan the timetabling requirements and timescales to build the timetable each year, through active participation in timetabling planning meetings and by co-location with allocated areas.
· To collect and collate timetable data, from allocated areas and various sources then input, analyse and manipulate to achieve desired results in collaboration with schools/departments.
· Report regularly on progress and issues in respect of timetabling activities allocated to schools/departments.


· Responsibility for building efficient and effective timetables for allocated schools/departments, seeking solutions to complex timetabling requirements, including student fitting into groups and workshops for scheduled teaching activities.
· Undertake a proactive role in resolving timetabling issues and conflicting space requirements, including leading and guiding schools into best practice and timetable fitting to maximise space utilisation.

Internal and External Communication – Timetable

· Use effective communication skills, both oral and written and deal efficiently, effectively and tactfully with people at all levels. 
· Dealing promptly with all timetabling related queries, via telephone, email and face-to-face. 
· Ensure an effective and excellent standard of service is provided at all times to the school community, giving appropriate advice and support to the school community.   
· Understand the timetabling policy and processes and communicate to the school community, as and when required. 
· Work closely with colleges and management in respect of timetabling.
· Provide knowledge dissemination of timetabling information and processes to the school community.  
· Provide relevant training on timetabling systems and processes as required. 
Cover
· To carry out the administration of cover for teacher absence and lateness on a daily basis.

3. Statutory Requirements:
This post carries a requirement to have an enhanced Disclosure and Barring (DBS) check for Children. 

4. General Accountabilities and Responsibilities:
· Promote the development of a high-quality individual need led service, to comply at all times with the School’s and Council’s policies and procedures, particularly those regarding Data Protection, Equalities and Diversity and Health and Safety.
· Undertakes a proactive, committed approach towards the School and Council’s Best Value ethos.
· Ensure compliance with and actively promote the School and Council’s Equalities and Diversity,  Health and Safety at work legislation, Council and Departmental H&S policies and procedures.
· Comply with the competencies and standard requisites agreed by the Council and School as relevant to your post.
· Comply with the Data Protection Act 1998 and General Data Protection Regulations (all employees of the Council will not disclose or make use of, for their private advantage, any information held on manual or computer records, which are not available to the public, however acquired).
· Take responsibility for continuing self-development and participate in training and development activities.

The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other appropriate duties as may be required by the Line Manager within the grading level of the post and the competence of the post holder.


Person Specification

	Post Title:
	MIS/Data Lead 
	Grade:
	PO3




	Attributes


	Criteria
	Assessment Method
	Essential
	Desirable

	Experience














	· Experience of managing data within a medium to large organization


· Experience of developing and implementing new

· administrative procedures and systems.

· Experience of working to a similar level within a busy, proactive data function

· Successful experience of leading and managing a team.

· Experience of working in a school or similar environment.  

· In-depth and detailed experience of using Management Information Systems (MIS).

· Highly proficient in the use of Microsoft Office packages.

· Highly proficient in the use of Microsoft Office packages.

· A track record of delivering successful projects and supporting organizations to achieve results.

· Experience of the use of School MIS (preferably Bromcom)
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	Education, Training & Qualification

	· Good general standard of education, numeracy and literacy skills.

· Educated to degree level or an equivalent level by experience.
	Application form and task at interview
	X




X
	







	

Professional Relationships

	· Able to work effectively and supportively within a team.

· Ability to effectively line manage and motivate a team.

· Good verbal and written communication skills when dealing with pupils, parents, visitors and colleagues. 

· Excellent interpersonal skills, with the ability to deal sensitively and tactfully with staff, pupils, parents and other school contacts.

· Able to influence, negotiate and if required, assist with conflict resolution. 

	Application form  and interview
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Safeguarding and Equality & Diversity

	
· A commitment to the safeguarding and welfare of children.   


[bookmark: _GoBack]


· Commitment to Equal Opportunities and Diversity.

· Commitment to continuing professional development.
	
Application form, interview.
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	Knowledge and skills
	· Understanding of the importance of effective data and MIS management within a large multi-site school environment

· Ability to lead and manage teams of staff and individuals.

· Able to negotiate, motivate and persuade.

· Able to seek advice and support, when necessary.

· Ability to work under pressure and meet deadlines

· Good organisation, planning and able to prioritise.

· Ability to work methodically with good attention to detail.

· Work in accordance with the school’s health and safety policies

· Maintain confidentiality with regards to all school matters.
	Application form, interview and task at interview
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	Any additional factors
	· [bookmark: _Hlk133928912]A commitment to personal professional development.

· A flexible approach to working times, in line with School requirements.
	Application form and interview
	X



X
	




Safeguarding and Promoting the Welfare of Children and Young People
Robert Clack School is committed to safeguarding and promoting the welfare of children and young people.  Successful applicants must be willing to undergo identity checks, checks with past employers, an online internet search and an enhanced Disclosure & Barring Service check.
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Mutual Respect - Compassion – Discipline – High Expectations & Aspirations – Hard Work
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