[image: ][image: ]





JOB DESCRIPTION

Job title: Data & Systems Lead
Team: Central Team 
Reporting to: Chief Operations and Finance Officer (COFO)

[bookmark: page2]Contract: 52 weeks per annum
Grade: 9
Hours/week: 18

Location: Based at one of the schools in the Trust, with occasional travel to other school sites (hybrid working option available)
Main purpose of the role 
Working closely with the CEO, COFO and the Trust's educational and school leaders, to lead the development, optimisation and effective use of the Trust's key data systems and platforms, ensuring they provide reliable, accessible and meaningful information to support school improvement, strategic decision-making and organisational effectiveness. Act as the Trust's lead practitioner for its Management Information System and wider data tools, driving continuous improvement in the way data is collected, managed, analysed and presented across the Trust. Work collaboratively with schools to identify opportunities to improve systems, processes and reporting, lead the implementation and development of data systems, and ensure that technology is used effectively to reduce administrative burden and provide high-quality information to leaders.
SPECIFIC RESPONSIBILITIES:
Systems Management & Development 
· Act as the Trust's lead practitioner for its MIS and wider data systems, ensuring their effective, consistent and compliant use across all schools.
· Lead the administration, development and optimisation of the Trust's data platforms, identifying opportunities to improve functionality, efficiency and integration.
· Work with schools to improve data quality, consistency and operational processes, resolving data issues and promoting best practice.
· Support schools with statutory data returns, including the school census, providing advice and quality assurance.
· Lead the onboarding of new schools to the Trust's data systems, ensuring effective implementation and consistent approaches.
Analysis, Reporting and Insight
· Develop and maintain Trust-wide dashboards and reporting through Power BI and other tools, providing timely, accessible information to support school improvement and strategic decision-making.
· Produce regular and ad hoc analysis for Trust leaders, trustees and schools, identifying trends, risks and opportunities.
· Work with leaders to understand their information requirements and develop reporting that meets their needs.
· Identify opportunities to automate reporting and reduce manual data processing.
· Contribute to the Trust's self-evaluation, trustee reporting and wider performance monitoring.
Continuous Improvement
· Proactively identify opportunities to improve data systems, reporting and business processes across the Trust.
· Evaluate existing and emerging technologies, making recommendations for system enhancements, procurement and future development.
· Lead or support the implementation of new systems, functionality and processes, including project planning, user engagement, training and change management.
Support for School Leaders and Staff
· Build effective working relationships with headteachers, school leaders and colleagues to understand operational needs and identify practical solutions.
· Act as the Trust's point of expertise for data systems, reporting and information management.
· Provide training and guidance to support the effective use of Trust systems and data.
Compliance and Data Protection
· Work with the Trust's DPO to ensure compliance with data protection legislation and good information governance.
· Support data audits and data subject requests, including preparation and review of disclosures where required.
· Advise schools on data handling, information security and best practice. 
General Duties
This job description is illustrative and may vary without changing the character of the job or level of responsibility. Whilst every effort has been made to explain the main duties and responsibilities of the post, the list of responsibilities is not exhaustive.
The post holder must be flexible to ensure the operational needs of the Trust are met. This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various workplaces in the Trust.
The above duties may involve having access to information of a confidential nature, which may be covered by the Data Protection Act or other regulation/legislation. Confidentiality must be maintained at all times.
General responsibilities
· Comply with, and assist with the development of, Acer Trust 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 support difference and ensure equal opportunities for all;
· Contribute to the overall ethos/work/aims of the Trust;
· Establish constructive relationships and communicate with other professionals and agents of organisations beyond the Trust;
· Lead, attend and participate in regular meetings as required;
· Participate in training and other learning activities and performance development as required;
· Undertake appropriate and regular training and development to maintain knowledge and improve practice.
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on the Trust, as your employer and on you as an employee. In addition to the employer’s overall duties, the post holder has personal responsibility for their own health and safety and that of other employees; additional and more specific responsibilities are identified in the Trust’s Health and Safety policy.
Safeguarding Children and Young People
Acer Trust is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check.
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Person Specification 
Data & Systems Lead
	 Qualifications, Knowledge and Experience
· Significant experience of managing, developing or improving business, information or data systems (essential)
· Experience of developing reporting, dashboards or management information to support decision-making (essential)
· Experience of identifying and implementing improvements to systems or business processes (essential)
· Experience of using Power BI or equivalent tools to analyse and present data from multiple systems (essential)
· Knowledge of GDPR and information governance requirements (essential)
· Experience of education MIS and wider school data systems (desirable)
· Knowledge of statutory education data returns, including the school census (desirable)
· Experience of implementing new systems or digital projects (desirable)
· Experience of training or supporting users (desirable)
· Relevant qualification in data, information management or a related discipline (desirable)

	Personal Characteristics (essential)
· Committed to the Trust's vision and values.
· Proactive, self-motivated and able to work independently.
· Curious, analytical and committed to high standards of accuracy.
· Confident building productive relationships and influencing colleagues.
· Resilient, adaptable and committed to continuous professional development.

	Specific skills
· Strong analytical, problem-solving and organisational skills (essential)
· Ability to identify opportunities to improve systems, processes and reporting (essential)
· Ability to communicate complex information clearly to technical and non-technical audiences (essential)
· Ability to build effective relationships with school leaders, staff and external partners (essential)
· Good proficiency in Microsoft Excel and data visualisation tools (essential)
· Experience of developing Power BI dashboards or equivalent visualisation tools (desirable)
· Knowledge of education MIS platforms and wider school information systems (desirable)

	Other
· Commitment to the safeguarding and welfare of all pupils (This post is subject to an enhanced Disclosure and Barring Service check) 
· Possess a full driving licence and use of a vehicle with appropriate insurance for business purposes (essential or desirable)
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