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Trinity School, Sevenoaks

Data Manager Job Description & Person Specification

	Job Title:		Data Manager
	Responsible to:		Deputy Headteacher & School Business Manager
	Location:		Seal Hollow Road, Sevenoaks, Kent. TN13 3SL
	
		
In everything set them an example by doing what is good. Titus 2:7

As a faith school it is our vocation, moral obligation and delight to provide the best possible education for each student as part of a Christian community.

All staff will:

· Play a full part in the life of the school community, support its Christian mission, ethos and policies and encourage staff and students to follow this example.
· Fulfil responsibilities with regards to safeguarding (including reporting concerns to the designated child protection officer)
· Be involved in the school’s community service, as required.
· Model Trinity values to parents and students
· Be positive, dynamic and challenging in all aspects of work
· Foster the school’s inclusive ethos providing a common life based on the Christian family and nurturing everyone regardless of race, gender, sexual orientation, religion or ability
· Share direct accountability for the establishment of Trinity School as an outstanding school
· Take responsibility for their own learning and development
· Develop the skills and talents of other members of the community
· Ensure their own well-being and that of others by establishing an appropriate balance between life and work
· Play an active part in the life of the school and its community
· Develop social cohesion and positive links with the whole of our local community
· Adhere to the school community’s standards, policies, systems and procedures in relation to students, health and safety, personnel and financial management.
· Agree annual performance targets, with a view to own continuous improvement
· Undertake any other duties that may reasonably be required by the Headmaster.

The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  An Enhanced DBS check will be carried out for the successful candidate.



Job Description
Role Purpose
To support the School’s Senior Leadership Team by providing efficient and effective organisation of the school’s assessment, reporting, recording and tracking systems. 

Management of all aspects of SIMS System 

· Manage system permissions, issuing passwords and ensuring all staff have correct access to the information management system and support Staff on all aspects of SIMs
· Explore and develop other software applications to facilitate school operations including SIMS Discover and the use of SIMS Learning Gateway or a similar system 
· Co-ordination and completion of the school census and other statistical government returns, including the accurate recording of post-16 data as required in course manager
· Develop the use of SIMS Assessment Manager to create and maintain the assessment database and ensure that assessment data held on pupils is accurate and complete
· Set up and manage systems for the analysis of student data, including 4matrix, and provide reports required by SLT
· Manage the production of student reports through assessment manager and profiles
· Ensure student’s basedata is recorded accurately in SIMs and can be provided to external projects and providers, including, Fischer Family Trust (FFT)
· Manage the process of examinations, including entries, seating and invigilation for all internal and external examinations
· Responsible for the recruitment and management of the invigilation team
· Responsible for downloading, processing and analysing all examination results for reporting to SLT and external agencies as required
· Support SLT to manage the options process using the options module
· Support the school’s timetabler in the development and production of the school timetable and manage any changes required throughout the academic year
· Responsible for the completion of the end of year procedures including creation of the academic year and student promotion to ensure the smooth transition from one academic year to the next within all sections of SIMS 
· Manage and maintain the pastoral structure
· Produce and maintain student timetables through curriculum assignment 
· Manage all school cover requirements including both planned and emergency cover, responsible for the allocation of staff and liaising with agencies for supply staff
· To be the named officer for Data Protection and ensure compliance with data protection laws and safeguarding procedures 
· Liaise with designated SLT member responsible for examinations, curriculum and assessment
· To undertake all reasonable any other duties as directed 

Timetable 
· Support the school’s timetabler in the development and production of the school timetable 
· Prepare a new academic year calendar in SIMS 
· Promote students into the new year structure incrementing their curriculum years 
· Ensure and manage the smooth transition from one academic year to the next with all sections of SIMS 
· Set up and maintain registration groups, allocate student memberships, tutors and Year Learning Co-ordinators 
· Update and apply periodic and casual changes to courses, teachers and rooms 
· Ensure the smooth transfer of data between Nova-T – assessment Manager – Academic management – Lesson Monitor 
· Responsible for managing entry into the Academic Management in SIMS


Cover
· Enter cover requests into SIMS once approved
· Allocate staff to lessons requiring cover
· Liaise with SLT regarding the use of external supply staff
· Book external cover staff if required
· Maintain the cover laptops for external cover
· Produce reports for SLT on cover


Other responsibilities 
· To be the named officer for Data Protection and ensure compliance with data protection laws and safeguarding procedures 
· Liaise with designated SLT member responsible for examinations, curriculum and assessment 
· To undertake all reasonable any other duties as directed 




















Person Specification

	
	Essential
	Desirable

	Qualifications


	· Grade C GCSE Maths & English or equivalent or have relevant vocational  experience  
	· Relevant qualification in ICT or business administration 
· Vocational qualifications relating to software systems 


	Experience



	· One year’s experience of working in a data management 
· Experience of managing and developing data systems, such as SIMS 
· Experience of producing accurate data for reporting and assessment 
· Information gathering and analysis 

	

	Knowledge



	· [bookmark: _GoBack]Knowledge of school timetable 
· Knowledge of statutory data reporting requirements such as school census  

	

	Skills

	· Excellent IT skills
· Ability to focus on detail and accuracy when compiling reports
· Excellent communication skills 
· Excellent organisational and planning skills including the ability to be flexible in order to achieve targets 
· Ability to work to deadlines 
· Ability to form good working relationships with colleagues and external clients
· Analytical skills
	· Ability to work to professional standards, to develop effective working relationships, think independently and make judgements and to influence others through persuasion/ discussion 


	General/
Personal Qualities/Attributes

	· Smart, business-like, professional appearance
· Capacity for hard work under pressure
· A team player, collaborative worker
· Self-motivated
· Ability to contribute greatly to the wider life of the School
· Resilient
· Strives for excellence in every aspect of school life
· Determination and perseverance
· Enthusiasm
· Passionate
· Patience

	




Signed…………………………………………		Date………………………………………
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