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May 2023



Dear Applicant

Southport Learning Trust is a growing and dynamic Trust consisting of seven schools.  The Trust has an excellent reputation locally, regionally and nationally as a strong trust with all schools recently judged as Good by Ofsted and for partnership working with, for example, Sefton Local Authority and national Department for Education (DfE) hubs.  All schools are also oversubscribed due to their reputation within the local community. 

We are growing the Central School Improvement Team to support the next phase of our growth and to drive our vision for excellence in teaching and learning and the curriculum through the exceptional work we do as a group of schools. To support this vision we are seeking to appoint a Trust Data Manager to provide a comprehensive Trust wide data management service, leading on the design and set up of data systems to capture Trust and School level data in line with Trust and regulatory frameworks.  In this role you will support the design and production of reports at Trust and School level to inform the decision making of leaders at all levels, Local Governing Bodies and the Trust Board. Your time will be split between providing leadership and support Trust wide and at individual school level at Maghull High School.

The successful candidate will play a pivotal role in developing the highest standards of education, shaping the future success of the Trust.   This is a new role and will give the successful candidate an excellent opportunity to work as part of a dynamic team that is constantly developing as a growing Trust.  

We are committed to providing high quality professional development and have a comprehensive wellbeing package for our employees.

If you would like to discuss the role please do not hesitate to email me at: iraikes@southportlearningtrust.org to arrange an appointment. An application form can be found on the Trust website at southportlearningtrust.org. Please return your application by email to recruitment@southportlearningtrust.org .  Shortlisting for interview will be based solely on the information you provide on the application form. Please include evidence of how you meet the criteria set out in the person specification, providing examples where possible. We have a strong safeguarding culture and all applications are processed accordingly. Please note that any appointments are made subject to enhanced DBS clearance, identity checks, continuous employment/employment gaps checks, online checks and satisfactory written references, which we will apply for prior to the interview.

Yours faithfully

[image: ]
Ian Raikes
[image: ]
CEO




Trust Data Manager – Job Description





Location: 	Trust Office at Maghull High School and Southport College. During term time we anticipate the successful candidate would be working 3 days at Maghull High School and 2 days at our Southport Office.
Salary: 			NJC Grade H (26-30) £32,909 - £36,298 (pay award pending)
Contract type:		Full-time, permanent
Line managed by	CEO

Key Responsibilities

To provide a comprehensive Trust wide data management service, leading the design and set up of data systems to capture Trust and School level data in line with Trust, DfE requirements and Ofsted Inspection Framework.

Design and produce reports at Trust and School level to inform the decision making of senior leaders and Local Governing Bodies and Trust Board. Reading and interpreting DfE guidance on data and disseminating and providing advice to Trust and School Leaders.  

1. Work closely with the Central Team and other school leaders across the Trust to develop and support systems which provide data to facilitate school improvement.
2. Lead on the development of Arbor, the Trusts Management Information System, to ensure it is being used effectively within all schools. Covering all aspects of our current work: targets, assessments, behaviour reporting, attendance, admissions data, census etc.
3. Be responsible for the provision of accurate and timely information as required by Schools, external bodies and the Trust.
4. Lead on the design and set up systems for capture of Trust level data for achievement and progress and all other educational Key Performance Indicators (KPIs).
5. Lead on the design and set up of systems for capture of School level data for achievement and progress and all other educational KPIs.
6. Design, set up and production of Education Standards Group Dashboards per school and as a Trust in line with DfE and Ofsted Inspection Framework categories.
7. To be accountable for the use of data systems in raising standards and performance across all trust schools.
8. Reading and interpreting DfE guidance on Data, including Statistical First Release and technical guidance and disseminating information to key stakeholders.
9. To develop new systems to respond to the changing needs of the Trust: to include the Trust report and tracking system with procedures (student review and reporting/school liaison with FFT and other external databases) and the academic, behavioural and report databases.
10. The development of systems to provide data to Senior Leadership Teams on performance of individual schools, subjects and departments.
11. Disseminating changes in policy and practice to Trust Leaders, Headteachers, Senior Leaders, teachers and support staff.
12. Attend regular meetings with school Assessment & Curriculum Leads to interpret, scope and implement change.
13. Setting up and amending data systems in line with changes to technical guidance.
14. Target setting outcomes for all students and monitoring progress and exception reporting on a Trust wide level.
15. Set up and maintaining various rigorous reporting systems and pre-empt the changes and developments which all Trust schools will need to make in the field of MIS.
16. To advise and support Headteachers and Senior Leaders in setting up, running and managing data reporting.
17. To advise schools and staff on methods of accessing information and to provide in-house training on data interpretation, results and findings. To assist the staff in the use and understanding of data/target setting. This will include the delivery of INSET to staff using own resources and systems.
18. Lead on the school and workforce census across all Trust academies.
Data Protection 
1. Complete subject access requests in line with legislation.
2. Ensure that the Trust and all Trust schools (the data controllers) have the relevant information and training to handle and process data in accordance with the General Data Protection Regulation (GDPR).
3. Keep comprehensive and accurate records of all data processing activities, detailing the purpose of the activity and making these records public upon request.
4. Inform data subjects of how their data will be used by the Trust and all Trust schools, their rights for the data to be destroyed, their right to withdraw consent with regards to data where consent has been sought and the measures implemented by the Trust and all Trust schools to protect individuals’ personal information. 
5. Prepare reports and management information on the Trust and all Trust schools’ level of risk related to data protection and processing performance.
6. Abide by confidentiality requirements in relation to the duties undertaken while in the role.
7. Ensure that, where data is outsourced to third parties, third parties uphold the same data protection standards as the Trust and all Trust schools.
8. Ensure that the Trust and all Trust schools enforces data processing agreements with any third parties it outsources data to and maintain a register of agreements on GDPR.
9. Report any data breaches to the Information Commissioner’s Office within the legal time frame.
10. Ensure the Trust and all Trust schools’ data protection processes are in line with the GDPR.
11. Undertake Data Protection Impact Assessments (DIPA).
12. Develop, implement and review the Trust Data Protection Policy.
13. Undertake audits of the Trust and all Trust schools’ data protection processes.
14. Address any issues which are highlighted whilst auditing the Trust and all Trust schools’ processes.
15. Monitor the performance of the Trust and all Trust schools’ data protection impact assessment and provide advice where requested.
16. Train and liaise with the school Data Protection Officers who act as the first point of contact in each of the trust schools.
Administration 
· Complete relevant reports/data analysis for a range of stakeholders with a high level of accuracy.

Resources 
· Competently operate relevant equipment/ICT packages (e.g., MS 365, Power BI, internet, Email, Arbor, FFT and 4 Matrix).
· Be comfortable and capable of operating equipment in line with health and safety policies and procedures.

Management 
· This post does not have any management responsibilities.

Additional Duties: 
· All staff have a responsibility for providing and safeguarding the welfare of the children and young people.
· To be familiar with and support any health and safety procedures and ensure all duties and responsibilities are discharged in accordance with the Trust’s health and safety at work policy.

Trust Data Manager – Person Specification



	Person Specification 
	Essential 
	Desirable 

	Qualifications and Professional Development 
	Strong academic background at GCSE and A level or equivalent.
	* 
	 

	
	Undergraduate degree or equivalent.
	* 
	 

	
	Evidence of professional development relevant to the role.
	*
	

	
	Undergraduate degree in Data Management & Analysis, Data Science or Statistics or equivalent relevant qualification.
	
	* 

	
	Knowledge of GDPR regulations and organisations’ responsibilities.
	*
	

	Knowledge and Understanding 
	Strong IT skills including advanced use of spreadsheets.
	*
	 

	
	Numeracy and the ability to analyse qualitative and quantitative data.
	* 
	 

	
	Ability to monitor and evaluate data.
	* 
	 

	
	Strong analytical skills.
	* 
	 

	
	A good knowledge and understanding of accountability measures in primary and secondary school settings.
	 
	* 

	
	Strong problem-solving skills.
	*
	

	
	Knowledge of Keeping Children Safe in Education 2022 and child protection and safeguarding policies. 
	*
	

	
	Understanding of equal opportunities issues to promote equality of opportunity throughout all aspects of Trust life.
	
	*

	Personal Skills and Qualities
	Detail conscious and precise.
	*
	

	
	Excellent communication skills, both verbal and written, with the ability to negotiate and consult tactfully and effectively; to achieve desirable outcomes. 
	* 
	 

	
	Strong ability to present to a range of stakeholders. 
	* 
	 

	
	Excellent ability to make well-judged decisions based upon accurate analysis and interpretation of appropriate data or information. 
	* 
	 

	
	High level pro-active and creative thinking skills to anticipate issues, address problems and pursue opportunities. 
	* 
	 

	
	Strong resilience to operate in a challenging environment. 
	* 
	 

	
	Readiness to seek and respond to advice and guidance. 
	* 
	 

	
	Excellent collaborative working skills to perform effectively as part of the wider team of the Trust. 
	* 
	 

	
	Expert and robust people management and leadership skills; to lead by example. 
	* 
	 

	
	Good prioritisation and time management, working to tight set deadlines on a regular basis.
	* 
	 

	
	Strong ability and drive to achieve challenging personal and organisational goals. 
	* 
	 

	
	Hold a full driving licence and have access to a vehicle which can be used for work purposes. 

	*
	





Application and Interview Process



The application form should be downloaded and submitted electronically no later than noon on Tuesday 6 June 2023. Candidates are asked to email completed applications to recruitment@southportlearningtrust.org.

Shortlisted candidates will be invited to interview on week beginning Monday 12 June 2023.

Southport Learning Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All successful applicants will be requested to undertake an Enhanced Disclosure and Barring Service check. At least one member of our recruitment team for this post is Safer Recruitment trained and we adhere to Southport Learning Trust’s Recruitment and Selection Policy for Employees and Volunteers.

We are proud to have an organisational culture where employees with varying perspectives, skills, life experiences and backgrounds – the best and brightest minds – can work together to achieve excellence and realise individual and organisational potential.
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Executive Headteacher/CEO Mr lan Raikes BA (Hons) NPQH NPQEL
Southport Learning Trust Fleetwood Road, Southport PR9 9TF

T 01704339870

E enquiries@southportlearningtrust.org

W www.southportlearningtrust.org

Southport Learning Trust is a Company Limited by Guarantee Reg No 7790934.
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