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Job Description
	Title of Post
	Data and Information Lead

	Grade
	Grade 10, SCP 26-28, £37,280-£39,152
Increasing to £38,510-£40,444 (pending October 2026 pay award)

	Accountable to
	Director of IT

	Responsible for
	Professional leadership of the school-based data manager network (no direct line reports initially)



Main Purpose
· To lead the central delivery of management information integrity, data quality and data protection compliance across the Trust's 14 schools.
· To own the accuracy, consistency and reliability of data held in the Trust's web-based management information systems and in the wider systems holding Trust data, including HR, safeguarding, finance and other third-party platforms (currently including SAMpeople and CPOMS).
· To assure the integrity of the data feeding the Trust's data intelligence platform and reporting dashboards, and to oversee the Trust's statutory returns.
· To deliver the operational data protection compliance programme, including the data handling practices of an increasingly AI-enabled toolset.
· To operate within the data governance framework set by the IT Director, who retains strategic ownership and board-level assurance, and to provide professional leadership of school-based data staff.
Duties and Responsibilities
Management information systems
· Act as the Trust's lead administrator and subject matter expert for its management information systems, with equivalent oversight of each platform in use. Own Trust-wide configuration standards (custom fields, user-defined groups, assessment frameworks and reporting templates) and manage user roles and permissions in line with the Trust's access control and data protection standards.
· Oversee the Trust's MIS supplier relationships, ensuring support cases are progressed to resolution, new releases are tested before rollout, and changes are communicated to schools.
· Lead the data workstream of MIS change projects and of new school onboarding, including data cleansing, mapping, migration validation and post-change reconciliation.
Data quality and reconciliation
· Design and run a rolling programme of data quality checks across pupil, workforce, attendance, behaviour, assessment and SEND data, reconciling data between MIS, HR, finance, safeguarding and other third-party platforms and resolving discrepancies at source.
· Define and document data entry standards and business rules for school-based staff; maintain a data quality dashboard and issue log per school and report positions to the IT Director on an agreed cycle.
· Oversee statutory returns and DfE data collections across the Trust providing assurance to the IT Director that returns are complete, accurate and defensible.
Reporting and data platforms
· Own the operational relationship with the Trust's data intelligence platform supplier and assure the integrity of data flowing from source systems into the platform and Trust dashboards, so that leaders can trust what they see.
· Agree dashboard and standard reporting requirements with the IT Director and Trust leaders on behalf of the executive team, and oversee their configuration and maintenance for executive, school leadership and governance audiences.
· Manage the operational data pipelines supporting the Trust's safeguarding and reporting platforms, working with the Trust's managed service provider on the underlying infrastructure; document data flows, integrations and systems of record.
Information governance and data protection
· Develop and maintain the Trust's information asset register and record of processing activities (ROPA), including the register of AI tools and their data processing footprint, under the direction of the IT Director; apply the Trust's retention schedule (aligned to the IRMS Toolkit for Schools).
· Manage the day-to-day relationship with the Trust's external data protection officer service; coordinate the annual data protection audits across all schools; support data sharing agreements and contribute evidence to DPIAs, including for AI-enabled tools.
· Coordinate subject access and freedom of information requests across the Trust; develop and maintain the central registers of breaches, subject access and freedom of information requests; collate the periodic compliance report presented to the Audit and Risk Committee.
· Support the operation of the Trust's AI governance framework, including tool classification, vendor assessment evidence and monitoring of approved-tool usage.
· Work with schools to embed data minimisation in routine practice, constructively challenging unnecessary bulk exports, over-broad reporting and insecure sharing of personal data; design and deliver training on information management, secure and AI-aware data handling, and record statutory training completion.
School data community
· Provide professional leadership of school-based data managers and administrative staff with data responsibilities, without direct line management, and run a regular Trust data manager network sharing standards, deadlines and best practice.
· Design and deliver training on MIS use, data entry standards and statutory return preparation; induct data staff in new and joining schools into Trust standards.
· Provide hands-on support to schools with limited data capacity, particularly small primaries.
Professional Development
· Keep abreast of best practice, legislative changes and new developments to continuously develop and improve knowledge and skills and broaden understanding.
· Help keep knowledge and understanding relevant and up to date by reflecting on your own practice, liaising with Trust leaders, and identifying relevant professional development to improve personal effectiveness.
· Take opportunities to build the appropriate skills, qualifications and/or experience needed for the role, with support from the Trust.
Other Responsibilities
· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and comply with all Trust policies and procedures.
· Be aware of and support difference and ensure equal opportunities for all.
· Contribute to the overall ethos and aims of the Trust.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings, training and learning activities as required.
The postholder may be required to carry out any other duties that are commensurate with the post. Whilst every effort is made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
This job description is subject to review by the line manager in negotiation with the postholder at any time. However, an annual review of this job description and allocation of responsibilities will take place as part of agreed performance management arrangements.
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