 [image: Logo  Description automatically generated]
JOB DESCRIPTION

Post Title – School Data and MIS Administrator
Pay Band –support
Hours – Full time term time + 2 weeks only
Belong Learning vision is to enable children and young people with unmet educational needs and barriers to learning, to belong in school communities where they can learn, grow, and thrive. 
Our mission 
Our educational mission is, therefore, to offer a provision tailored for each of our students, to both: 
· Develop their capacity to participate in life beyond school, enjoying a purposeful life. 
· And enable them to achieve meaningful qualifications, that will equip them to become independent adults, valued members of their community, that can contribute to their local economy as part of its skilled work force.
Background
Belong Learning students often have a continual lived experience of complex additional needs and adverse childhood experiences, in and outside of school, at home and in the community. In this context, we recognise that Education Provisions, are often the right place to deliver and facilitate the support that children and young people need, as part of an integrated Local Authority offer. 
Belong Learning facilitates learning environments in a range of settings, such as community-based locations, specialised provisions, and students’ homes, as well as at school. In all those, we utilise high levels of scaffolding and support, both academic and developmental. We endeavour to provide our students with a broad and rich curriculum that is distinct from mainstream education, not by what we teach but by how we deliver it. Students’ curriculum is crafted to match their interests, needs and aspirations and provide them with the accreditations and skills to enable them to thrive at school and be prepared for life beyond it. 
Our practice is grounded in an evidence based, multi-disciplinary approach that creates a holistic offer. We operate inclusive school communities that draw on Restorative practices and Trauma Informed Approaches to understand and teach behaviour. Our staff are emotionally available adults, that are attentive and flexible to meet the students’ needs, both those inherent and those affected by their immediate difficulties in and out of school. 

Key responsibilities
· MIS Management
· Data Administration and Reporting
· Compliance and Policy
· General administration support
· Reception cover as required
Core
· Uphold the vision and values of Belong Learning.
· Adhere to all school policies and procedures.
· Be a part of the collegiate responsibility of the school.
· Be a positive role model adult.
· Build positive, trusted and safe relationships with students and colleagues.
· Hold high aspirations and expectations for every child.
· Adhere to the Belong Gloucester School ‘s Staff non-negotiables:
· Self-Regulate. 
· Remember it’s not about you. 
· Model the Belong expectations. 
· Protect, Act, Engage. 
· Be Kind. 
· Be PACE-ful, show signs of safety.  
· Hold each other to account. 
· Seek support. 


MIS Management 
· Maintain and oversee the school’s MIS, ensuring data accuracy, security, and integrity.
· Liaise with software providers and IT support to troubleshoot and maintain system functionality.
· Coordinate and produce internal student timetables
· Parent communication
· Student onboarding
· Manage school calendar

Data Administration & Reporting:
· Develop and implement efficient processes for data collection, entry, and management.
· Produce regular and ad-hoc reports for senior leadership, governors, and external agencies (e.g., DfE, Ofsted).
· Analyse data to identify trends, support school improvement, and inform strategic planning
Compliance & Policy
· Ensure that all data management practices comply with GDPR, data protection regulations, and school policies.
· Maintain records in line with regulatory and safeguarding requirements
Administrative support
· General Administrative support
· Regular sending of information to parents and carers by email and post
· General printing of work packs/ other documents for students
· Order stationery, curriculum resources and other supplies on request. 

Safeguarding
· Complete all Statutory and company training when required
· Value personal professional development
· Engage positively in induction, probation, and performance management processes
· Engage with CPD professionally and proactively 

Training and Development
· Complete all Statutory and company training when required
· Value personal professional development
· Engage positively in induction, probation, and performance management processes
· Engage with CPD professionally and proactively 

Additional duties
Any other reasonable duties as requested that is not specified in this job description

This is not an exhaustive job description and does not intend to specify the proportion of time spent on any of the duties outlined herein. This job description will form the basis for the assessment of the performance within the context of Performance Management


Person specification 

	CRITERIA
	QUALITIES

	Qualifications 
and training
	Essential:
· GCSE or equivalent level in English and Maths
Desirable:
· Relevant qualification in data management, IT, or a related field
· Safeguarding
· IT

	Experience
	Essential:
· Managing MIS systems in an educational setting (EdGen, Sleuth)
· General administration

Desirable:
· School specific administration
· Support with IT and Health and Safety
· Organising events such as Parents Evening
· First Aid

	Skills and knowledge
	Essential:

· Effective communication and interpersonal skills
· Familiarity with reporting tools and 
· Strong analytical skills and the ability to interpret complex data.
· Understanding of GDPR and data protection practices.
· IT, including Office 365.
· Effective communication and interpersonal skills.
· Ability to build effective working relationships.
· Good record-keeping.
· Ability to multitask, prioritise and problem solve effectively in a stressful environment.
· Strong planning, organisational and communication skills.
· High level of accuracy and attention to detail.
· Ability to form strong relationships with staff and students.
· Ability to work independently and as part of a team.
· Ability to plan for progression across the attainment range, designing effective learning across a series of lessons
· Knowledge and understanding of National Curriculum
· Effective communication and interpersonal skills
· Ability to build effective working relationships
· Good record-keeping skills
· Ability to multitask and work effectively in a changing environment
· Strong planning, organisational and communication skills
· A ‘can-do’ approach and ability to problem solve
· Flexible approach to undertaking tasks
· High level of accuracy and attention to detail


	Personal qualities
	· Resilient and commitment to supporting children
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding and equality
· A ‘can-do’ approach, adaptable and flexible in undertaking tasks.
· Honest and trustworthy.
Resilient, positive, forward looking and enthusiastic about making a difference to children and young people
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