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JOB DESCRIPTION

Job Title:		KMAT Data Officer

Salary Grade:	Grade G, points 11 – 14, equivalent to £27,700 - £30,060

Hours/Weeks	37 hours per week, 52.142 weeks per year.
Hours by arrangement with Management to meet the needs of the Trust. 

Location:	Kenilworth School and Sixth Form and any school sites associated with the Trust

Line Manager:	Assistant Headteacher (Raising Standards)

Tenure:	Permanent  


Core Purpose:

The core purpose of the KMAT Data Officer is to support the schools with key operational functions related to data and timetabling across the trust. This includes:

[bookmark: _Hlk178233938]1.	Data Management: Supporting the Assistant Head (Raising Standards) with the use of the Management Information System (MIS) for staff and student data, ensuring accurate and effective collection, reporting, and analysis to support decision-making across the trust.
2.	Timetable Management: Supporting the Assistant Head (Raising Standards) to organise and manage staff and student timetables to ensure smooth academic operations.
3.	Assessment and Reporting: Supporting the Assistant Head (Raising Standards) to create reports, tracking student progress, coordinating the systems for assessment, ensuring consistency and effectiveness in recording and reporting data across all academies.

ACCOUNTABILITIES
The KMAT Data Officer will be line managed by the Assistant Head (Raising Standards). The post holder will not have any line management responsibility. 

PRINCIPLE RESPONSIBILITIES:
· To provide effective and efficient data and information management support to the schools and the central team, under guidance from the Assistant Head.
· To be the first line contact for schools for all MIS and data queries. 
· To input, retrieve and manipulate data in support of monitoring school improvement and in ensuring pupil progress. 
· To provide support to a senior staff member, by inputting data and checking for accuracy. The postholder will work with the senior leader to upload the statutory returns including the census. 
· To provide operational data support to schools as required. 
· To provide support to schools in target setting, assessment recording and analysis.
· To extract information from a range of systems, to provide to leaders through Trust template reports. 
· To ensure that all data and information is processed in accordance with Data Protection principles. 
· To ensure that the Trust and school’s data management systems operate effectively by: 
· Producing timely and accurate collation analysis of school data. 
· Working with schools to create data reports, as required. 
· Producing data reports for a wide range of audiences. 
· Supporting colleagues, including teachers, to input and process and analyse data within specific deadlines. 
· Maintaining tracking systems and providing relevant information to appropriate stakeholders as required. 
· Supporting the Assistant Head with the preparation and analysis of reports of the outcomes of external examinations and assessments results across the Trust. 
· Supporting the Assistant Head with the creation and maintenance of reports on pupil attendance information across the Trust.
· Support administrative staff in maintaining accurate pupil records in the school MIS to ensure that a high standard of pupil data is maintained.
· Provide data support following publication of examination results to schools.

CORPORATE RESPONSIBILITIES:
· To ensure that the responsibilities of the role are carried out in a way that reflects the vision and values of the Trust.
· As the Trust grows, ensure that the business, compliance and operating models provide best value for money.
· To contribute to a culture of continuous improvement. 
· To comply with all reasonable management requests.

OTHER:
· Working in collaboration with the Trust Central Team and all Trust staff as appropriate.
· Developing and maintaining strong relationships with Leadership teams.
· Covering for absent colleagues and undertaking other duties commensurate with the grade.
· Willingness to travel to any Academy within the Trust as required.
· Maintaining knowledge and skills in appropriate technology and undertake any training as necessary.
· Safeguarding and promoting the welfare of children of whom you come into contact with.


SUPPORTING THE WORK OF THE MULTI ACADEMY TRUST
As part of the Kenilworth Multi Academy Trust the KMAT Data Officer will be expected to develop and maintain strong, positive relationships with colleagues in the Trust, and within the family of Trust academies.


SAFEGUARDING CHILDREN AND SAFER RECRUITMENT
This trust is committed to safeguarding and promoting the welfare of children and young people as required under the Education Act 2002 and expects all staff and volunteers to share this commitment. The post is subject to enhanced DBS disclosure, prohibition and disqualification checks.


ADDITIONAL DETAILS
Whilst every effort has been made to explain the main duties and responsibilities for the post, each individual task undertaken may not be identified. Staff will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. This job description will be reviewed annually and the trust reserves the right to alter the content of this job description, after consultation with the post-holder, to reflect changes to the job or services provided, without altering the general character or level of responsibility.



Signed …………………………………………………..Date…..……….…..…………………….. 
(Post-holder)


Signed……………………………………………………Date……………..……………..
(Line Manager)






Person Specification

	



Personal Qualities, 
Qualifications and Experience



	Measured By

	
	Essential
	Desirable
	Application
	Interview Process
	References

	Qualifications and Training

	1
	Right to work in the UK
	ü
	
	ü
	
	

	2
	Good standard of education
	ü
	
	ü
	
	

	3
	Willingness to undertake training to maintain knowledge and skills in appropriate technology
	ü
	
	
	
	

	Professional Experience and Knowledge

	1
	Experience of using MIS, data bases
	ü
	
	ü
	ü
	

	2
	Experience of using an MIS system (currently Bromcom software) package would be advantageous but not essential
	
	ü
	ü
	ü
	

	3
	Experience of adhering to systems and procedures ensuring school compliance
	ü
	
	ü
	ü
	

	4
	Understands and demonstrates the importance of confidentiality and discretion
	ü
	
	ü
	ü
	

	5
	Experience of building and maintaining effective working relationships
	
	ü
	ü
	ü
	

	6
	Has an understanding and knowledge of GDPR and confidentiality
	ü
	
	ü
	ü
	

	7
	IT literate, experience in Excel and other Microsoft software
	ü
	
	ü
	ü
	

	8
	Experience of collating data and producing reports within deadlines
	ü
	
	ü
	ü
	

	Skills and Abilities

	1
	Listens well, communicates clearly and good interpersonal skills
	ü
	
	ü
	ü
	

	2
	Can follow verbal and written communication skills
	ü
	
	ü
	ü
	

	3
	Has a pro-active approach to problem solving and to work collaboratively within a team
	
	ü
	
	
	

	4
	Relates well to people at all levels, with staff and pupils
	ü
	
	ü
	ü
	

	5
	Can follow procedures and policies
	ü
	
	ü
	ü
	

	6
	Manages time effectively and able to multi task to meet deadlines
	ü
	
	ü
	ü
	

	Personal Qualities

	1
	Maintains confidentiality and discretion
	ü
	
	ü
	ü
	

	2
	Focuses on customer needs and satisfaction
	ü
	
	ü
	ü
	

	3
	Commitment to the safeguarding and welfare of all pupils
	ü
	
	ü
	ü
	

	[bookmark: _Hlk161239291]4
	Promotes and defends equal opportunities
	ü
	
	ü
	ü
	

	5
	A commitment to promoting a culture of attendance and punctuality to support student achievement and well-being.

	ü
	
	ü
	ü
	

	6
	This post is subject to an enhanced Disclosure and Barred Service check, social media, overseas and references checks.
	ü
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