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Salary:					OAT Grade 6 - Scale 20-25 

Reports to:		Vice Principal

Start Date: 		September 2026

Contract Term:				Permanent

Hours:					37 hours per week 
Options include full‑time or term‑time plus two weeks. This will be discussed further during the interview stage. Salary is listed as the full time equivalent.

This Academy is committed to safeguarding and promoting the welfare of children and young people and requires all staff to share this commitment.

Job Purpose

To lead the effective management and continual development of the academy's Management Information System (MIS), ensuring the integrity, security and accuracy of student, curriculum and assessment data.

Alongside the day-to-day management of the academy's MIS and data processes, the postholder will provide insightful analysis of attendance, assessment and performance data, enabling the Vice Principal and senior leaders to make informed strategic decisions that drive school improvement.

The postholder will work collaboratively across the academy to improve systems, reporting and data processes, ensuring statutory compliance and the effective use of information.

Key Responsibilities


Management Information Systems
· Lead the administration, maintenance and development of the academy's MIS and associated systems.
· Ensure the accuracy, integrity, security and quality of student, curriculum and assessment data.
· Manage annual MIS rollover processes, curriculum setup and system integrations.
· Liaise with software providers and academy colleagues to support system improvements and best practice.
Data Analysis and Strategic Reporting
· Lead the academy's assessment data collection and reporting processes.
· Produce accurate reports and analysis for senior leaders, governors, academy colleagues and external agencies.
· Provide analysis of attendance, assessment and other key performance indicators, identifying trends and emerging issues to support the Vice Principal in strategic decision-making.
· Present complex information clearly and develop reporting tools that support monitoring and school improvement.
Statutory Returns and Curriculum Information
· Lead the completion and validation of statutory returns, including the School Census and other Department for Education collections.
· Maintain accurate funding, demographic and pupil characteristic information.
· Upload the approved timetable into Timetabler, maintain timetable changes throughout the year and ensure curriculum structures remain accurate within the MIS.
· Ensure compliance with GDPR, data protection legislation and academy information governance procedures.
Leadership
· Line manage the Student Support Administrator, providing support, supervision, appraisal and performance management.
· Promote high standards of professionalism, accuracy and continuous improvement.



General Matters

 Any other duties as deemed reasonable and necessary by the Senior Leader for Inclusion or Principal

To play a full part in the life of the academy community, to support the academy ethos and to encourage staff and students to follow this example

To actively promote academy policies

To continue professional development as agreed

To actively engage in the appraisal and professional development process

To carry out any other duties which may be reasonably regarded as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.

The above responsibilities are subject to the general duties and responsibilities contained in the statement of Condition of Employment.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed. 

This job description is not necessarily a comprehensive definition of the post. It will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post holder and will be reviewed annually as part of the Academy Appraisal process.

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for who s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the Academy’s Safeguarding and Child Protection Policies at all times. If in the course of carrying out the duties of the role, the Post holder becomes aware of any actual or potential risks to the safety or welfare of children in the academy s/he must report any concerns to the Academy’s Designated Safeguarding Lead and Principal.
















Person Specification

Qualifications 
Essential
· GCSE Grade 4/C or above in English and Mathematics.
· Relevant Level 4 qualification or equivalent experience.
Desirable
· Degree or professional qualification in Data Management, Information Systems, ICT or a related field.
· Relevant project management or data qualification.
Experience
Essential
· Experience managing a school MIS.
· Experience of assessment, reporting and statutory returns.
· Experience of analysing and presenting complex data.
· Advanced Microsoft Excel skills.
· Experience of maintaining data quality.
· Experience of training or supervising staff.
Desirable
· Experience of Arbor MIS.
· Experience of Timetabler software.
· Experience within a Multi Academy Trust.
· Experience of Power BI or similar reporting tools.

Knowledge
Essential
· Good working knowledge of a school MIS.
· Knowledge of assessment, performance data and statutory returns.
· Knowledge of GDPR and information governance.
· Understanding of data validation and quality assurance.
Desirable
· Knowledge of Arbor MIS.
· Knowledge of Timetabler.
· Understanding of DfE accountability measures.
· Knowledge of post-16 funding.

Skills and Personal Qualities
· Excellent analytical and problem-solving skills.
· Exceptional attention to detail.
· Highly organised with the ability to manage competing priorities.
· Excellent communication and interpersonal skills.
· Ability to interpret complex information and present it clearly.
· Ability to work independently and collaboratively.
· Proactive, adaptable and committed to continuous improvement.

Other
a) This post is subject to an enhanced Disclosure and Barring Service check.

Ormiston Academies Trust is committed to safeguarding and promoting the welfare of children and young people in our academies. All successful candidates will be subject to an enhanced Disclosure and Barring Service check.
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