THE HEATHLAND SCHOOL

SIMS DATA ADMINISTRATOR

SCALE 5 Full time Point 22 – 25 £22,506 - £24,510
JOB PURPOSE

· To ensure that all pupil details are entered on SIMS and regular checks are made to ensure that they are accurate in accordance with the SIMS manual
· To ensure that pupils are assigned to classes as advised by Heads of Department/Heads of Year
· To set up and update Assessment Manager for data collection 
· To provide data analysis following each data collection 
KEY ACCOUNTABILITIES

Responsible to the SIMS/Data Manager

1. To enter and maintain all pupil details including:
· admissions for all Year Groups (Year 7 – 13)

· any new admissions during the year ; obtaining CTF files and reference requests for all new pupils 

· updating Leavers information, exporting CTF files where applicable and reporting to Deputy Head (Pupil Support)

· change of address / personal information details

· pupil census data preparation

· allocate all pupils to sets as advised by Heads of Department and amend as requested by Heads of Department. 

· print student timetables as required

2.
To be responsible for the Year 6 to Year 7 admissions including collating and disseminating information from primary schools and communicating with parents.

3.
To prepare the Curriculum by creating the new Academic Year, setting up Promotion Paths and placing pupils in bands.

4.
To prepare and send Pupil Returns to the Local Authority to include the monthly vacancy statistics and Admissions/Leavers Report and to ensure that the Deputy Head (Pupil Support) is advised of admissions as soon as the school is notified.

5.
To provide general information as required including

· Reports generated as requested

· Register queries

· Liaison with other schools concerning pupil information as necessary

6.         To assist the SIMS/Data Manager with Assessment Manager set up and data analysis 

This Job Specification may be re-negotiated if the needs of the school change in the future 
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