Job Description 	Data, Manager 
S01 + Outer London weighting - Term Time plus two weeks

RESPONSIBLE TO:  Deputy Headteacher

JOB PURPOSE

· Create, maintain and update records and provide all appropriate stakeholders with information about students at our school, particularly in respect of their attainment and progress.

· Support teachers and learners in using data to raise student achievement.

· Work closely with Senior Leaders to develop the school’s assessment recording and reporting systems so that they support the needs of teachers and learners.

MAIN RESPONSIBILITIES

A. Management Information Systems, Data Management and Analysis & External Reporting

1. Responsible for the collection, organisation, input, analysis, presentation and distribution of data relating to student attainment and progress using the school’s IT based management information system (currently SIMS).

2. Manage the storage and retrieval of relevant data and targets effectively to ensure they are easily accessible by all staff.

3. Manage the data transfer of students at Year 6 and liaise with the Senior Administration Officer with regard to the updating of student data to ensure that data is accurately maintained and timely.

4. Under the direction of Senior Leaders, prepare relevant statistical returns as directed.

5. Take overall responsibility as SIMS manager, undertaking training where necessary to identify the most effective use of relevant modules 

6. In liaison with the Network Manager, organising upgrades, maintenance routines and software upgrades.

7. Allocate and maintain student timetables and grouping records in discussion with Senior Leaders

8. Produce and disseminate regular reports on student behaviour to relevant teachers and Governors.

9. Assist in the training of other staff when appropriate.

10. Liaise with external bodies as appropriate.


B. Examinations & Assessment

1. In consultation with Senior Leaders, responsible for the analysis of examinations and assessment data producing timely and easily accessible information for teachers and learners.

C. Student Reports and Progress Monitoring

1. Co-ordinate the school’s systems of reporting, target setting and review, producing reports for all relevant stakeholders.

2. Assist Senior Leaders in monitoring the school’s assessment and progress tracking systems 
D. General 

1. Work as a member of the School Office, carrying out related duties including working on reception.

2. Support with the organisation of student Work Experience.

3. Be a named first aider and undertake appropriate training.

4. Cover break duties and/or lunch duties.

5. Assist in the personal development of colleagues through feeding back from training and providing documentation.

6. Participate in personal and team reviews.

7. Contribute to team meetings and group projects 

8. Be committed to own professional development and carry out additional training as the need arises

9. Demonstrate an awareness of and commitment to the safeguarding of young people

10. Carry out all aspects of the job description with regard for the Equal Opportunities Policies of Willowfield School and the LA.

11. Carry out any other reasonable duties, commensurate with the level of this post, at the direction of the Headteacher

PERSON SPECIFICATION - DATA MANAGER


1. EXPERIENCE 
· Relevant, successful and appropriate data management experience, preferably within a school or education setting.


2. SKILLS
· Ability to communicate effectively, at all levels, both orally and in writing – particularly data - in a clear and effective manner.

· Good organisational and planning skills 

· Work constructively as part of a team, understanding school roles and responsibilities and own position within these.

· Highly numerate with good analytical and interpretive skills

· Flexible with the commitment and attitude to fit into the Willowfield family.


3. Knowledge
· Extensive knowledge of Microsoft Office, especially Microsoft Excel

· Understanding and commitment to the handling of sensitive personal data within the  principles of GDPR 


4. Personal Qualities
· Excellent attendance and punctuality.
· Hard working, flexible and reliable.
· Honesty and integrity
· Good personal presentation.
· Able to cope under pressure, meet deadlines and deal with stressful situations.
· Highly motivated and able to use own initiative
· A genuine commitment to young people and high expectations for their progress and welfare.
· A desire to be involved in the life of the school generally.
· An understanding of and a commitment to the promotion of equality of opportunity in all aspects of school life.
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