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	Job Title
Data Manager
	Thematic Area
Children & Young People’s Services

	Post No.

	Grade
Band E
	Service
Education
	Location

St Michael’s CE High School

	Responsible to
Line Manager 
	Contacts
School staff; Governors; Parents; Pupils, Officers of the Council; External Agencies
	Persons responsible for:

Designated members of support staff


	
	
	Special conditions


	Working hours
 Term-time only + 3 weeks
	

	
	Conditions of Service

NJC 

	This job description is a guide to the work you will initially be required to undertake.  It may be reviewed from time to time to meet changing circumstances.



	Job Summary

To be the primary support for school’s management information software and data analysis / tracking software.

To develop, oversee and maintain a data/information strategy which will support the school’s Development Plan, through the provision of accurate data, analysis of data and preparation of complex reports. 



	


	ORGANISATION

· Working alongside the Deputy Headteacher, manage and delegate to other staff to complete appropriate returns of information to the DfE and other statutory bodies (including Staff/Student Census and Checking Exercise) and assist with processing of information returned from the DfE and other statutory bodies

· Keep abreast of best practice developments relating to data and information in order to ensure that internal procedures and processes are most effective 

· Have overall responsibility for ensuring the school has an integrated MIS approach along with other data analysis software e.g. ensuring consistency, accuracy, integrity and timeliness of data input to the school’s data analysis software and management information system

· Make appropriate preparations to ensure that the school’s management information system and data analysis software are ready for the beginning of each academic year eg. carrying out year-end procedure

· Oversee the processing of assessment data, i.e. accurate student performance information is available each term, and as required on an ad hoc basis

· Provide management information and student statistics to the Senior Management Team, middle leaders and external bodies as required

· Employ effective forecasting techniques to set school targets

· Lead on the school’s use of ASP and IDSR
· Have an understanding and ensure that the school complies with the requirements of the General Data Protection Regulations and the Data Protection Act and carry out work in accordance with these requirements

· Ensure the correct security and backup of all information systems software

· Setting up the attendance calendar on the MIS and Schools Data Analysis Software at the start of each academic year.

ADMINISTRATION

Provide advice and guidance on the school’s data analysis software and management information system to provide the data capabilities to colleagues of these systems;
· Analyse and evaluate data/information and produce reports/information/data as required within timescale

· Complete and submit complex forms, returns etc

· Undertake typing and word-processing and complex IT based tasks, databases and spreadsheets are customised to meet the information / data needs

· Produce data reports which are presented in a user friendly and easy to interpret manner
· To assist the Senior Leadership Team and other relevant staff with the updating of information stored in the Information Data Analysis Management System, in particular:

· the student academic data stored in SIMS, Go 4 Schools and SISRA
· the staff and room timetables stored in SIMS & Go 4 Schools

· the construction of the annual timetable data using SIMS and produce student timetables
· to assist in the planning of one-off events as and when they arise

ASSESSMENT AND STUDENT DATA

Annual cycle of data collecting, performance analysis and reporting systems; 

· Manage the pupil MIS to ensure that all data held on students is accurate and complete 

· Create and maintain the Data Analysis Management System and ensure that assessment, attendance and behaviour data held on students is accurate and complete 

· Manage the recording and manipulating of specific academic information to produce reports on individual students and cohorts of students at times set out in the assessment calendar 

· Set up and manage systems for tracking the progress of students 

· Import data from a number of sources (KS2 data, CAT, FFT, GCSE results, reading data etc) and analyse accordingly 

· Support the senior leadership team with the monitoring, tracking and development of accurate target setting for students

· Provide data for the senior leadership team, governors and staff on progress performance of individual subjects and students as part of the school’s self-review processes including SEF and SAP.
· Provide data for the senior leadership team, governors and staff following all internal and external exam seasons 

· Lead on the structure and returns of the school’s reporting system to parents in line with the school’s assessment calendar
· Attendance to weekly RAG meetings 

· Attend Local Authority meeting and feedback to relevant staff
ADMISSIONS SUPPORT 

The admissions procedures with particular reference to common transfer files from KS2 schools; 

· Ensure year 6 prior attainment data is collected, where available, and is accurate and imported. 

· Support all admissions processes including construction of new student timetables and gathering student achievement data
· Lead the transferring of pupil data via Move it and S2S, ensuring that local and legal requirements are met, such as generating Common Transfer Files and updating attendance data
· Lead the recording of admissions and leavers

· Support with the management of the student physical files as part of the on/off roll process
· Managing the pupil tracking website, entering weekly student numbers and informing appropriate staff about incoming students/students on the waiting list for mid-year transfers.
TIMETABLE SUPPORT 

Support the production of the school timetable, including the allocation of class groups, form groups and year 10 option choices; 

· Promote students into the new year structure and allocate students to correct sets, memberships, tutors, and intervention groups in conjunction with SLT and middle leaders, using assessment data. 

· Support with the updating and apply student curriculum changes. 
· Printing the student timetables in advance of the start of the school year.
RESOURCES

· Operate relevant equipment/complex ICT packages (e.g. SIMS, Go 4 Schools, Microsoft Office, Advanced Excel, Google Docs, SISRA).
· Provide advice and guidance regarding the school’s data processes to staff, pupils and others

· Liaise with the Network Manager and share in tasks to support the school’s IT, Data Analysis Software and MIS strategies.
· Investigate any discrepancies or anomalies in data and report findings to end-users.
MANAGEMENT

· Hold regular meetings with relevant parties and develop action plans in order to address any issues arising and to bring these to an acceptable conclusion wherever possible

· Be responsible for the performance management and professional development of specific support staff if required.
· Be responsible for the recruitment, training and induction of new data support staff as and when required.
· To liaise and work with the Attendance Officer to monitor, analyse and support improvements within attendance.
EXAMS 

· Liaise with and support the exams officer with regard to exam results and analysis. 

· Supporting the Exams Officer in the use of the MIS.
· Supporting the Exams Officer in the use of the Data Analysis Software (Go 4 Schools, SISRA).
· Ensuring all exam data is ready for use for target setting and assessment purposes.
· Support with the set up and running of exams, mock exams, end of year exams when required. 
TRAINING 

· Provide staff training specific to the School’s use of MIS and tracking software (Go 4 Schools, SISRA) relating to assessment, tracking and monitoring, attendance, behaviour, mark books and seating plans.

GENERAL

· Participation in the operation of the school’s Appraisal process.
· To support wellbeing and mental health strategies, in keeping with the ethos and whole school approach.

· Undertake relevant professional development activities.

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

· Such other duties as may be appropriate to achieve the objectives of the post to assist the thematic area in the fulfilment of its objectives commensurate with the postholder’s salary grade, abilities and aptitude.

· The postholder must, at all times, carry out his/her responsibilities with due regard to the Council’s policy, organisation, and arrangements for Health and Safety at Work.

· All staff within the Thematic Area will be expected to accept reasonable flexibility in working arrangements and the allocation of duties to reflect the changing roles and responsibilities of Education and Children’s Services. Any changes arising will take account of salary and status. They will also be subject to discussion with individuals or sections affected and with appropriate trade unions.

· It is the responsibility of each employee to carry out their duties in line with the Council policies on equality (please refer to the policy statement), harassment, racial equality and the CRE action plan and be sensitive and caring to the needs of the disadvantaged, prompting a positive approach to a harmonious working environment. Each employee should act as an exemplar on these issues and must, where appropriate, identify and monitor training for themselves and any employees they are responsible for in line with these policies and the CRE standards.
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	Job Title
Data Manager
	Thematic Area
Children and Young People’s Services
	Date Completed


	Grade
Band E
	Location
St Michael’s CE High School
	Signature



The Personnel Specification outlines the main attributes needed to adequately perform the post specified.  In drawing together the specification, a critical examination of the job description has been undertaken to pinpoint those elements of the post deemed as essential.

The Personnel Specification is intended to give prospective candidates a better understanding of the post requirements.  It will be used as part of the recruitment process in identifying and shortlisting candidates.

	
	Essential
	N/A
	How identified

	1. Physical
	
	
	

	What does the job require in the way of: -

Appearance, manner, speech, general health, voice etc.  Consider the real needs of the job.  Be particularly wary about setting age limits which actively discriminates against specific age groups and disabled people.
	Candidates should have less than 4 absences in the last 6 months or not more than 10 days absence over the 12 months period prior to the closing date for the post. Any absences relating to a disability or any other incapacity will be viewed sympathetically and will be considered if fully explained. Should any candidate not meet this criteria and choose to include an explanation then this will be considered

Smart appearance

Clear speech.

	
	Job and medical history from application form and references.

Performance in interview process.

	2. Qualifications
	
	
	

	What does the job require in the way of: -

Level of formal qualifications required to carry out the job.  Describe these by level of attainment and by subject matter where appropriate, e.g. Degree, HNC, Professional Qualifications, GCSE's, CIPFA etc.  Consider carefully whether these are absolutely necessary.
	Educated to GCSE Grace C in English & Maths (or equivalent)
	
	Formal possession of an appropriate qualification to be verified at interview or from records.

	3. Experience
	
	
	

	What does the job require in the way of: -

Specific related job experience and in what type of working environment.  What kind of life experience could supplement or replace this?  Which is more important to the success of the job?
	Experience in supporting and working with schools
Experience in the use of spreadsheets, especially Excel

Experience of computerised systems, such as SIMS, Microsoft Office, Go 4 Schools, SISRA.
Experience in collating, analysing and presenting data to different audiences
	
	Past employment activity record.  Performance in related selection methods, e.g. presentation, group discussion.

	4. Training
	
	
	

	What does the job require in the way of: -

Specific and/or specialist training in order to do the job, e.g. training in recruitment and selection, supervisory, management, inter-personal skills.  Apprenticeship in a recognised trade.  Practical training in the use of specific equipment, arc welding, word processing etc.
	Willing to attend relevant training
Use of SIPS and other business software systems


	
	Past training history from application form and records.  Selection process by demonstration of ability to display knowledge and skills at the interview.


	
	Essential
	N/A
	How identified

	5. Special Knowledge
	
	
	

	What special knowledge is required in order to perform the job properly, e.g. a knowledge of employment legislation, accounting, financial planning regulations, languages, computer systems, local area etc?
	Word, Excel, Publisher, SIMS, Go 4 Schools, ASPS, Google Docs and SISRA.
Excellent ICT skills

	
	

	6. Circumstances (personal)
	
	
	

	What kind of personal circumstances are required to do the job properly?  The ability to work shifts, weekends etc.  The willingness and ability to travel and stay away from home.  Willingness to live in if the job requires.  Ability to drive, car ownership.
	Ability to work when the school is open (Term Time Working)
Flexibility of hours
	
	Ensuring candidates are aware of these requirements from the job description.  Interview questions and application form details.

	7. Disposition
	
	
	

	How far does the job require: -

Being steady, dependable, persevering, persistent, even tenacious, being difficult to distract or discourage.  Getting on well with others, working readily with others, co‑operating, and influencing others.  Depending on oneself rather than others, relying on own resources, accepting responsibility, leadership qualities, ability to motivate others.  Ability to cope with monotony, neatness, accuracy of work, attention to detail.
	Able to use initiative
Ability to process and interpret large amounts of data

Co-operative within a team

Able to work under pressure
	
	Performance in related selection process, e.g. exercises, group discussion, problem-solving, questions etc.

	8. Practical and Intellectual Skills
	
	
	

	What practical and intellectual skills are required for performing the job effectively?  Does the person need to be a practically orientated person, should they be able to make decisions, should they be able to understand information derived from complex reports?  What degree of manual dexterity is needed?  Does the applicant need to be mechanically minded?
	Excellent communication skills – written and verbal

High standard of presentation


	
	Performance in related selection process.

	9a. Legal Requirements
	
	
	

	Are there any limitations or requirements imposed by statute that candidates must comply with, e.g. special qualifications, minimum age range etc.? Are there any "Genuine Occupational Qualifications" as defined in legislation which apply to this post?
	
	
	Application form and interview questioning and reference.

	9b. CRB Clearance
	
	
	

	Will the post holder be:
	Working in an educational establishment, children’s day or residential care home. 
	Yes
	(
	No
	
	If Yes, the post holder will require an Enhanced Disclosure.

	
	Involved in caring, training, supervising or being in sole, unsupervised contact with children.
	Yes
	(
	No
	
	If Yes, the post holder will require an Enhanced Disclosure.

	
	A member of an executive which discharges any educational or social services functions of a local authority.
	Yes
	
	No
	(
	If Yes, the post holder will require an Enhanced Disclosure.

	
	Involved in regularly caring for, training, supervising or in sole charge of vulnerable adults, as defined in the Disclosure Access Category Code List


	Yes
	
	No
	(
	If Yes, the post holder will require an Enhanced Disclosure.

	
	Concerned with the provision of care services to vulnerable adults.
	Yes
	
	No
	(
	If Yes, the post holder will require a Standard Disclosure.


