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Person Specification - Crofton Academy
Data, Assessment, and MIS Officer

	
	Essential
	Desirable

	Qualifications
	· Grade C or equivalent in English and Maths. 
· Significant experience of management, analysis and handling of data (within an educational setting would be highly advantageous)
	· NVQ/Higher Level Qualification in Business/Finance/Computing or related area. 
· Up to date safeguarding training. 
· First Aid Qualification.



	Experience
	· Comprehensive understanding of different computer software packages including Microsoft Office and Databases.
· Proven experience of data management.
· Working as part of a team.
· Experience of working under own initiative.

	· Experience of working in a school/education environment and dealing with a range of complex and routine office tasks. 
· Experience of working with Pupil/Assessment data. 


	Knowledge and Skills

	· Advanced level of understanding and operational skills of MIS packages. (Preferably to System Manager Level).
· Ability to interrogate data to produce sophisticated analysis with minimal direction using computer databases.
· High level communication and listening skills.
· Ability and patience to present detailed information from a variety of sources to people in a manner which is logical, clear and readily understood.
· Ability to instruct and encourage others in the use and application of assessment tools, including interpretation and use of the outputs.
· High level computer skills and optimum accuracy when inputting and manipulating data.
· Ability to prioritise workload to ensure all external and Academy deadlines are met.
· Determination to see problems through and to have the skills to resolve them independently. 
· Excellent organisational skills.
· Confidence to work totally independently using initiative and drive.
· Ability to work with highly sensitive and confidential material with utmost trust, awareness and responsibility.
· Strong commitment to take on new ideas and skills as required to sustain the high service standards.

	· Knowledge of the Arbor MIS System and timetabling software.  


	Personal Qualities
	· Passionate about education and learning. 
· Ability to deal with sensitive issues and remain calm and confidential.
· Flexibility, patience and resilience.
· An effective communicator to both pupils and parents/carers. 
· Ability to use IT systems and data effectively.

	· Willingness to assist at / or attend extracurricular activities.

	Values 
	· Committed to Crofton Academy/Castleford Trust values.
· Ability to use analytical skills effectively to manage Pupil data.
· Support Trust ethos and values at all times both within the academy and the wider community
· Planned and organised approach to workload.
· Excellent role model to young people and staff.
· Positive “can do” approach to tasks.
· Ability to keep calm in challenging situations.
· Excellent interpersonal skills.
· Committed to providing the best for all pupils across the Trust.
	· Ability to develop own knowledge and skills in order to enhance personal performance.






Date Completed:   July 2026

Signature of Postholder:   ………………………………………………………………………

		Date:         ………………………………………………………………………



Job Description – Data, Assessment and MIS Officer 

	RESPONSIBLE TO 
	Assistant Headteacher – Outcomes 



MAIN AREAS OF RESPONSIBILITY	

The post holder will have significant experience in data analysis, working with large datasets along with the ability to summarise data/information for a range of audiences from, but not limited to the Senior Leadership Team, Academy Governors, and Teachers as required to suit requirements and deadlines.


Key Outcomes/Activities:

Principle Responsibilities and Accountabilities

· To have overall responsibility for the management and development of pupil data to ensure its accuracy and relevance, ensuring data protection and confidentiality at all times.
· To have a thorough working knowledge of the components of Arbor such that you can advise others.
· Monitor the quality and completeness and accuracy of data input into the school’s different information systems and pupil/parent applications and propose effective action to remedy problems.
· Responsible for ensuring the CENSUS is accurate and deadlines for submission are met.
· To be responsible for reporting to parents, ensuring that reports are moderated for accuracy and completeness.
· Responsible for the creation, maintenance and use of assessment data. Import data and provide detailed analysis to produce reports.
· To provide ICT skills and knowledge to support the development of assessment data management in school e.g. supporting Curriculum Areas to develop and implement pupil tracking systems.
· Be proactively involved in the organisation of 'results day', undertaking analysis of examination results as required. Providing analysis of results to Subject Leaders and SLT.
· Keep up to date with Curriculum and ICT developments related to MIS systems.
· Input the timetable into the relevant timetabling software and keep this up to date throughout the academic year, making changes where needed.
· Be a key point of contact for providing advice and support on the school's data systems and processes such as target setting and assessment point analysis.
· Advise users on assessment processes, procedures and good practice.
· Create and develop data systems to enable the effective monitoring of different groups of pupils.
· To, where necessary, manage or assist in managing administration staff. 

Pupil Data

· Ensure all new pupils' data is correct on the Arbor pupil database, as received annually from feeder schools as well as those joining the school throughout the year; circulate up to date form lists and update the admissions information.
· Manage data for in-year admissions and appeals. Liaise with Year Leaders regarding the placing of pupils into sets and producing and issuing timetables for new pupils as well as those moving sets. 
· Ensuring receiving schools have all the necessary data transferred on Common Transfer Files (CTF) for pupils who leave the school.
· Providing source data for the annual data collection update with responsibility for updating data on Arbor.
· Produce reports and maintain intervention and inclusion groups on Arbor in conjunction with Subject Leaders/Year Leaders/Senior Leadership Team.


· Ensure updated information regarding different groups is accurately inputted into data management systems.
· Ensuring all Unique Learner Number which remains with a pupil throughout their time at school and into further education.
· Prepare and produce the Census return to the DFE along with any other returns as requested ensuring deadlines are met.
· Inputting timetabling data for staff and pupils and producing timetables for the start of the new academic year using relevant software and updating staff and pupil timetables throughout the year where necessary.
· Completing the year end procedures, including inputting sets and class groups into the timetable; ensuring all leavers have been removed and new starters are complete.

Pupil Assessment Data

· Responsible for the academy’s MIS data held within the MIS system including monitoring the quality and competence of data input into the system and propose effective actions to remedy problems ensuring data received from primary feeders is accurate.
· Create and develop data systems to enable the effective monitoring of different groups of pupils. 
· Create and manage the reporting home process, making sure that deadlines are met and accuracy of pupil reports.
· Responsible for all matters relating to managing and updating of the assessment module within the MIS systems and liaising with operators where necessary.
· Create templates on Arbor as requested by SLT in respect of pupil data e.g. attitude to learning; tracking per year group and per vulnerable group; attendance, attainment etc.
· Provide complex attendance reports and analysis for the Attendance Improvement Officer, Year Leaders and Senior Leadership Team.
· Manage Arbor pupil records of achievement/grades/exam results for statistical analysis by the Senior Leadership Team.
· Responsible for using the updated Progress 8 Technical guidance to set targets for all pupils.
· Creating and managing spreadsheets for the purposes of monitoring pupil achievement in terms of identifying under-performing/high-performing pupils. 
· Ensuring data is accurate in respect of pupil premium funding received from Central Government.
· Working with the Assistant Headteacher (Outcomes) to analyse captured data form KS3 and KS4 to develop intervention groups and strategies across the academy.
· Be responsible for ensuring that estimated/actual grades are received and updated within Arbor and other relevant software packages. Checking for accuracy and changing the format where necessary.
· Responsible for the DFE KS4 checking exercise.

Results Data

· [bookmark: _GoBack]Undertake the data return of examination results to the LA/DFE in the format requested by the data team, ensuring utmost accuracy and delivered within a tight timeframe (i.e. within the working day).
· Check examination results information before publication.
· Working alongside the Assistant Headteacher to publish exams analysis relating to the whole school position - showing latest data compared to the results over the past three years and also against national and local data.	      


Assessment Reporting

· Import data and provide detailed analysis, produce reports/information.
· Create, prepare and maintain the school reporting system producing bespoke, standard and other reports as required.
· To provide ICT skills and knowledge to support data being developed in school to monitor and analyse performance.
· Produce and issue final reports to group tutors and parents. Manage and prepare report templates and progress checks of pupils assessment data for Year leaders and Form Tutors.
· Produce progress check analysis/data for review meetings for SLT and produce detailed information to support Subject Leaders showing where their subject is based on national performance measures.
· Produce information for Form Tutors to discuss at Form Tutor evening with parents.

Data 

· Attend regular Data Co-ordinators meetings as required and follow up as necessary with the Senior Leadership Team and other staff.
· Ensure data in respect of monitoring, control and reporting of improvements to Arbor is communicated to the Assistant Headteacher, Trust MIS Manager.
· To undertake any necessary training as the post evolves including Arbor updates.

General Administration

·       To assist in the updating of computerised pupil info systems.
·       General administration to be undertaken as necessary within the Assessment/Exams Department.
·       Provide training for all staff at all levels in respect of using Arbor.
·       INSET- Assist planning, training and production of materials for whole school.
·       To assist in other duties in support of activities in school. 

Professional Standards and Development

· Be a role model to pupils through personal presentation and professional conduct.
· Support all the Academy’s policies on Literacy, Numeracy and ICT.
· Establish effective working relationships with professional colleagues.
· Be involved in extra-curricular activities such as contributing to after-school clubs and visits.

Health and Safety

· Where appropriate, undergo Basic First Aid training and update courses.
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.
· Co-operate with the employer on all issues to do with Health, Safety & Welfare.
· Support the academy’s implementation of all current statutory requirements, e.g. Disability Discrimination Act, Access to Work, Equal Opportunities and Child Protection.

Relationship with Parents/Carers, Colleagues and the Wider Community

· To maintain positive relationships with parents and carers, calling parents/carers as deemed necessary regarding pupils attendance, behaviour concerns or for praise of attitude/work.
· To establish effective working relationships with colleagues and other professionals.



Data Protection and Safeguarding

· To work as part of the academy safeguarding team and deal with safeguarding issues in line with Academy policy and procedures, in conjunction with the Designated Safeguarding Lead. 
· To work and process personal and sensitive information in accordance with the Data Protection Act 2018 including the General Data Protection Regulations (GDPR) 2018.
· To ensure that you are kept updated with the requirements of Keeping Children Safe in Education and have responsibility for promoting and safeguarding the welfare of children and pupils.

Continuing Professional Development

· Keep up-to-date and informed on changes to legislation, and roles and responsibilities.
· In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research and developments in mentoring which may lead to improvements in teaching and learning.
· Undertake any necessary professional development as identified in the Academy Development Plan, and multi-agency requirements, taking full advantage of any relevant training and development available.
· Maintain a professional portfolio of evidence to support the Performance Management process - evaluating and improving own practice.

General Academy Responsibilities  

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person.
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop ensuring equal opportunities for all.
· Assisting with pupil examinations under the direction of the Senior Leadership Team.
· Participate in team/departmental meetings where required.
· Participate in training and other learning activities as required.
· Supervise pupils on visits, trips and out of school activities as required.
· Strive to improve overall attendance across the Academy. 
· Contribute to and uphold the vision and ethos of Crofton Academy and the Trust.
· Promote team work within the team, working in partnership to ensure effective working relations.
· Treat all users of the Academy with courtesy and consideration.
· Be aware and comply with all Academy/Trust Policies at all times. 
· Any other duties commensurate with the grade of this post as directed by the Academy.

The postholder must at all times carry out their responsibilities within the spirit of Academy/Trust policies and within the framework of the Education Act.

Candidates must also be willing to undertake and other responsibilities in line with their grade as requested by the academy.
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