ST AIDAN’S CHURCH OF ENGLAND ACADEMY
	POST TITLE:


	Senior Data Manager  

	GRADE:


	(SCP 40 – 44) £36,153 - £39,961

	REPORTING RELATIONSHIP


	To the Assistant Principal   

	JOB PURPOSE:


	Under the direction/instruction of senior staff: be responsible for undertaking administrative and organisational processes within a school including assisting with the planning and development of support services. 

   

	POST NO. 


	  


MAIN DUTIES/RESPONSIBILITIES

Post holders working to this job description may undertake any of the following main duties and responsibilities.  This may include the supervision of other members of school staff.

1. To manage appropriate administrative systems and to support the work of Academy Leaders as required.

2. Responsibility for all aspects of school data management and adherence to all appropriate regulations.

3. Create and maintain the assessment database and ensure that assessment data held on pupils is accurate and complete

4. Analyse the data held in SIMS and produce reports on progress, effort and behaviour on individual pupils and cohorts of pupils at times set out in the assessment calendar 

5. Manage systems for tracking the progress of pupils at each key stage 

6. To assist when needed with the strategic vision for whole school development of ICT systems to raise standards of learning
7. Supporting curriculum area leaders in setting up, running, interpreting and managing data reports.

8. To analyse and evaluate all data / information on behalf of Senior Staff, i.e. pupil data.

9. To complete and submit information obtained from School Management information systems as required by Local Education Authority and DCFS i.e. Census returns.

10. To undertake, with complete discretion and in confidence, tasks as directed which may be of a sensitive and confidential nature as required by Senior Staff.

11. In the absence of the Principal, liaise with Vice Principal’s with respect of urgent business.
12. Liaising with relevant staff members regarding exam entries

13. Submitting entries for external examinations to awarding bodies within deadline

14. Liaising with the SENCO regarding students to ensure applications for access arrangements are made
15. Organising the examination rooms in accordance with JCQ regulations with the Exams Clerk

16. Maintain accurate records of all examinations including seating plans and registers. Organising exam materials, providing safe custody of and organising examination stationary and materials, including question papers, in accordance with JCQ regulations.

17. Briefing candidates on examination regulations and producing written guidelines for students ensuring candidates are aware of their own examination timetables

18. Collecting and despatching worked scripts in accordance with regulations

19. Responsible for the checking and distribution of all examination results to candidates including the organisation of Results Day

20. Producing analysis of examination results as soon as practicable

21. Providing statistics on examination entries and results for the Principal, SLT, Governors, LEW and DfE etc

22. Checking DfE and other examination statistics before publication

23. Overseeing the checking and distribution of certificates

24. Processing enquiries about results and requests for return of scripts

25. Update and distribute the Centre Exams Policy and Centre Controlled Assessment Policy

26. Receive, disseminate, collect and return requests for predicated grades and coursework marks as and when requested by Awarding Bodies.

27. Assist as required with internal Academy examinations and other occasions when students are tested / assessed in examination conditions. 
28. To provide administrative support duties to Senior Staff and Governing Body as required.
29. To assist Senior Staff with the promotion of the School.

30. To safeguard and promote the welfare of children for whom you have responsibility or come into contact with, to include adhering to all specified procedures.

31. To carry out your duties with full regard to the Academy’s Equality Policy and Race Equality Scheme.

32. To comply with Health and Safety policies, organisations statements and procedures, report any incidents/accidents/hazards and take pro-active approach to health and safety matters in order to protect both yourself and others.

33. Any other duties as requested by the Principal related to the post which may be required from time to time.

PLEASE NOTE THAT SUCCESSFUL APPLICANTS WILL BE REQUIRED TO COMPLY WITH ALL ACADEMY POLICIES, INCLUDING THE NO SMOKING POLICY.

THE SUCCESSFUL APPLICANT WILL BE SUBJECT TO RELEVANT VETTING CHECKS, INCLUDING A SATISFACTORY ENHANCED DISCLOSURE BEFORE AN OFFER OF APPOINTMENT IS CONFIRMED.  FOLLOWING APPOINTMENT THE EMPLOYEE WILL BE SUBJECT TO RE-CHECKING AS REQUIRED FROM TIME TO TIME BY THE ACADEMY.
The Academy is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
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PERSON SPECIFICATION – DATA MANAGER (ASSESSMENT)
	ESSENTIAL


	DESIRABLE

	
	Criteria No.
	ATTRIBUTE
	Stage Identified
	Criteria

No.
	ATTRIBUTE
	Stage Identified

	Qualifications

& Education 
	E1
	NVQ level 2 in Administration, Business or equivalent 

	AF,C
	
	
	

	
	E2
	GCSE English and Mathematics Grade A* – C or equivalent 
	AF,C
	
	
	

	Experience & Knowledge
	E5
	At least 1 years previous Administrative Experience


	AF,R,I
	D1
	Previous experience in a similar role
	AF, R, I

	
	E6
	Experience of establishing and maintaining a range of data management information systems, including complex databases and spreadsheets


	AF,R,I
	D2
	Experience of face to face and telephone reception duties
	AF,R,I

	
	E7
	Experience of managing and developing School Management Information Systems/Data Systems, such as SIMS

	AF,R,I
	D3
	Knowledge and / or experience of First Aid.
	AF,I

	
	E8
	Experience of producing accurate data for reporting and assessment


	AF, R, I
	
	
	

	
	E9
	Experience of information gathering and analysis


	AF, R, I
	
	
	

	
	E10
	Knowledge of Data Protection requirements and understanding of confidentiality
	AF,R,I
	D4
	Awareness of child protection issues
	AF,R,I

	Skills


	E9
	Ability to relate well to children and adults


	AF,R,I
	D5
	Ability to work with and lead a diverse team of staff
	AF, I

	
	E10
	Ability to focus on detail and accuracy when compiling reports


	AF, I
	D6
	Knowledge of statutory data reporting requirements such as school census
	AF, I

	
	E11
	Ability to be able to present information in a logical and systematic manner


	AF,I
	
	
	

	
	E12
	Ability to work successfully as part of a team

	AF,R,I
	
	
	

	
	E13
	Ability to communicate both orally and in writing to a wide range of audiences

	AF,R,I
	
	
	

	
	E14
	Ability to maintain accurate records


	AF,R,I
	
	
	

	
	E15
	Excellent IT skills
	AF,R,I
	
	
	

	Personal 

Attributes
	E16
	Participate in development and training opportunities


	AF,R,I
	
	
	

	
	E17
	Ability to abide by School policies and procedures 


	R,I
	
	
	

	Special Requirements
	E18
	Motivation to work with children
	AF,I,R,D
	
	
	

	
	E19

	Ability to form and maintain appropriate relationships and personal boundaries with children


	AF,I,R,D


	
	
	

	
	E20
	Emotional resilience in working with challenging behaviours and attitudes to use of authority and maintaining discipline


	AF,I,R,D


	
	
	

	
	E21
	Suitability to work with children
	D
	
	
	


	Key – Stage identified
	

	AF
	Application Form

	C
	Certificates

	T
	Tests

	P
	Presentation

	I
	Interview

	R
	References

	D
	Disclosure and Barring Check


Issues arising from references will be taken up at interview, all appointments are subject to satisfactory references

