CROMPTON HOUSE CHURCH OF ENGLAND SCHOOL
JOB DESCRIPTION

	JOB TITLE

                       
	DATA MANAGER

	DEPARTMENT
	ADMINISTRATION 
	SCHOOL
	36 hours 40 minutes per week,
Full year

	GRADE


	Grade 8  
	JE CODE
	


	JOB PURPOSE 

Responsible to the Headteacher and designated members of the Senior Leadership Team, to ensure the effective handling, management and analysis of curriculum and assessment data, including the management and development of the MIS system. Supporting the timetabling process, production of the census returns, examinations and other information reporting. Arranging whole school training on data systems and the use of data. To undertake the line management of the administrative and clerical staff reporting to this role.




	KEY TASKS – Supervision & Human Resources


	1.
	To undertake a range of line management duties for the administration staff within the data team, including assisting with recruitment and selection, inductions, allocation of workloads, absence management, performance management and undertaking development reviews.



	
	

	KEY TASKS – Data Management


	2.
	To identify, develop and manage a range of data that can be used to monitor attainment and achievement throughout the school and is accessible to teaching staff.


	3.
	To plan, manage and develop the collection of data using combinations of bespoke software applications and school designed methods.



	4.
	To keep up to date with new developments in data management in order to advise governors and the Senior Leadership Team on improvements and best practice 


	5.
	Be responsible for, working in conjunction with specific staff, the completion of the school census, sixth form funding returns and other reports required by the school, Local Authority or Department for Education.


	6.
	In conjunction with the School’s IT Systems Manager, to be responsible for data security at the school and ensure that data is processed fairly and lawfully, processed for limited purposes, adequate, relevant and not excessive, accurately stored for a limited time, processed in accordance with the data subject’s rights, stored securely and not transferred without adequate protection, in line with the General Data Protection Regulation (GDPR).  


	7.
	To develop and manage the school reporting system from beginning to end for all year groups in conjunction with the Assistant Headteacher (Progress) and the Head of Sixth Form, and ensure that student reports are completed, collated and issued in line with the reporting calendar.


	8.
	To analyse school data and produce reports for school leaders, Governors or external agencies as required, in a format appropriate to the intended audience and in a timely and efficient way.


	9.
10.
11.
12.                                                             
	To produce statistical information in conjunction with the Examinations Officer, relating to examinations and internal assessment entries and results as required by school leaders or external agencies. To provide statistical information relating to target setting for the school’s Raising Achievement plans and for other reports as required.
Support the quality assurance cycle through the delivery of post examination review data, retention and achievement data, and equality and diversity analysis.

To be responsible for approving appropriate users of DfE Secure Access systems and ensuring that all users can access the system.

 To work closely with the administration teams to ensure that all data used and retained within the MIS is accurate and secure


	13.
	To produce high quality graphical and tabular output for use by school leaders, middle leaders, other staff and governors.


	14.
	To work with teachers and classroom-based staff to provide common information to enable them to set targets for students, and to develop methods of projecting information such as trends in examination results and assessments.


	15.

16.

17.
18.
	To develop and maintain systems within the school’s MIS to enable an efficient and effective system for providing statistical and analytical information, constantly improving own knowledge of MIS and providing and advice and training to colleagues on the functionalities of the MIS.
To develop the use of SQL and SSRS in order to manage the provision of data reporting services. 

To advise on technical aspects of the MIS in order that school can track and monitor the progress of individual and cohorts of students effectively.

To maintain a working knowledge of other systems which integrate with the MIS, including biometrics, online payments (ParentPay), finance, pupil and parent portals


	19.
20.

21.

22.

23.

24.

25.

26.

27.
	To assist with updating and maintaining records accessible to parents via the on-line facility, e.g. DODDLE and Parent Portal.
To be responsible for the development of and support for the common transfer system to ensure consistency of data between schools and work with other schools to develop collaborative working in the use of data.
To set up and maintain procedures and records of accomplishments, certificates and associated reports.

Manage the smooth transition of data from one academic year to another, including preparing the new academic year calendar.

To lead on completing an accurate school census and school workforce return

To assist the Timetabler in the development and production of the school timetable to ensure teaching groups are evenly balanced and to optimum sizes, including managing timetable software applications, and the production of reports from the MIS.

To work with the Timetabler on the GCSE and A Level options system and maintain an effective system that produces live data during the options process
To work with the Timetabler to provide appropriate training to staff as required.

Improve the efficiency in other areas of the school through the delivery of data and information systems to reduce bureaucracy and duplication. 
 

	28.
	Responsible for the management, administration and development of SISRA as the whole academy assessment reporting system 



	
	Key Tasks – Trust


	29.
	Assist Primary School Business Manager to produce reports for the Trust Board

	
	


	STANDARD DUTIES



	1.


	To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all, respecting the rights of other staff and students to be treated with dignity at work.


	2.


	To uphold and promote the values and the faith ethos of the school.

	3.


	To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection, ensuring confidentiality as appropriate.



	4.


	To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.



	5.
	To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.



	6.
	To attend and participate in relevant meetings as appropriate.



	7.
	To undertake any other additional duties commensurate with the grade of the post. 




	CONTACTS

Pupils, parents/families, staff, Governors, suppliers/contractors and visitors




	RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT



	Responsible to:


	Headteacher

	Responsible for:


	Data Input Assistant


	SPECIAL CONDITIONS 

DBS Disclosure Required – Enhanced




	
	DATE
	NAME
	POST TITLE

	PREPARED


	JULY 2021
	JY

	Business Manager

	REVIEWED


	
	
	

	REVIEWED


	JULY 2021
	KN
	Head Teacher


Crompton House School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

SIGNED (POSTHOLDER) …………………………………………………………..

DATE ………………………………………….

PERSON SPECIFICATION

Job Title:  DATA MANAGER
	
	Selection Criteria

Essential
	Selection Criteria

Desirable
	How Assessed

	Education & Qualifications
	Literacy and Numeracy Skills equivalent to Level 3 of the National Qualification and Credit Framework
	Relevant Degree
Industry standard qualifications in Information Management
	AF / I

AF/ I



	Experience
	Experience of managing data and overseeing a range of administrative and clerical support services   

Experience of overseeing a Management Information System

Experience of analysing data and producing reports in a format appropriate to the audience

Experience of writing custom reports for end- users

Experience of using computer packages for word processing, spreadsheets, databases and researching information

Experience of developing and evaluating systems and procedures to create more efficient and effective practices
Experience of training users to develop whole school data

Experience of motivating a team to work effectively with each other to meet deadlines and objectives


	Experience of managing data within an educational setting
Experience of administrating a student records system including database administration eg SIMS and Progresso
Experience of SQL server in an automated reporting environment

Experience of  writing SSRS reports
Experience with SISRA Analytics

Experience of administrating and publishing data on web-based systems

Experience of using Microsoft Power BI
Experience of line managing employees including recruitment, allocation of work, and performance management
	AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

AF/I

AF/I

AF/I

	Skills & Abilities
	Ability to demonstrate advanced and innovative Excel skills

Communication skills to deliver polite, courteous and efficient customer service, in person, in writing, and over the telephone
Interpersonal skills to build and maintain effective working relationships with colleagues, partners and pupils

Analytical skills to be resourceful and solve varied problems, through using own judgement to interpret information and situations

Initiative to independently make decisions without reference to a line manager
Organisational skills to work under pressure to prioritised and re-prioritise that of the team to meet potentially conflicting deadlines
	
	AF / I

AF / I

AF / I

AF / I

AF / I

AF / I



	Knowledge
	Knowledge of data protection and information security and an understanding of why it is important to keep information confidential and secure within the school environment

Understanding of why safeguarding is important when working with children and young people

Knowledge and understanding of equality and diversity issues within the school environment 
Understanding of DPA and GDPR legislations.
	Knowledge of timetabling software
	AF / I

AF / I

AF / I



	Work circumstances
	To work out of hours occasionally to support school functions
	
	I


Abbreviations: AF = Application Form; I = Interview.

NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview

