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Job Description


	Job Title:
	Data Analyst
	Reports to:
	Assistant Head Teacher

	Location:
	Millbay Academy
	Accountable to:
	Head Teacher

	Salary/Grade:
	Grade D 
	Hours of Work:
	22.5



Principle Purpose of the Role
		
This is a key post within the school which requires dedication and a highly efficient and responsible approach.  The post therefore calls for the ability to work on one’s own, to work with a high degree of accuracy and to use judgement and initiative. The ability to remain calm and controlled under the pressures of working in a very demanding and constantly changing environment is also essential. This will require considerable flexibility in working styles and a willingness to undertake training to meet the varying demands of the role.  

Principal responsibilities:  Manage and maintain whole school management information systems to ensure that a comprehensive and cohesive support service is provided to the school.  


As well as the core responsibilities detailed above, other key areas of accountabilities and tasks include:

Key Duties
1. Developing the schools’ use of its MIS (Arbor) to provide intelligence that enables focused school improvement based on collated and analysed data undertaken in the most efficient and effective way possible.  

· Responsibility for the development and management of the school MIS and its functions.  
· To provide support and training for all other administrative users of MIS to ensure that they follow protocol and procedures in their use of MIS and their entering and maintenance of students and staff data sets.

2.  Administering the schools MIS, identifying and implementing ways in which it can be used more effectively to aid school intelligence and performance.  
·  To manage the statutory and school-based collection of data to deadlines, and prepare electronic and paper-based reports for staff, pupils, parents and outside agencies.  
· Prepare and update electronic mark sheets for collecting assessment data in line with the school assessment cycle and as and when required.  
· Create and print interim assessment point reports for parents as part of the school assessment cycle and as required.  
· Support with the collation and upload of admissions data, primarily for those joining in subsequent year 7 but also for in year joiners as required.

3. Working with the Deputy Headteacher responsible for assessment in developing and managing the school assessment data, target setting and associated data packages (SISRA), as well as KS3 assessment tool (GL Assessments) supporting the creation and day to day management of the school timetable and class data.  
· Work with staff and the Deputy Headteacher to develop staff use and understanding of SISRA reports to inform intervention both at subject, year and class teacher level.  
· Ensure the school data package is efficient and up to date, to create, modify and delete users as required.  
· Ensure assessment point data is taken from Arbor and is imported into SISRA to create and provide summary and individual student reports on progress across all aspects of the curriculum and cohorts as required by Senior and Middle Leaders.  
· Support staff in the effective use of GL assessments and CATs exams and data to inform target setting and setting of students  
· Create tracking sheets for a number of stakeholders that show the varying progress of students across the school at student, department and school level.  
· Support with the monitoring and updating of sheets that track key students, such as pupil premium.  
· Import relevant achievement data on students (such as KS2 scaled scores). 

4. Ensuring that the school meets the new GDPR requirements.  
· Keep both new staff and parents of new students informed on what specific data is held by the school, why it is held and where.  
· Ensure stored data is relevant to the school's requirements and limited to what is necessary.  
· Ensure that data changes are updated accurately, timely and removed when no longer required.  
· To acknowledge and deal with any Subject access requests within the specified timescale.  
· Any data breaches by staff to be reported to the Data Manager who will report to the ICO within 72 hours. 

5. Working with staff at all levels and governors of the school to monitor and report on school performance using accurate and relevant data held within the MIS. 
· To ensure that all school census returns are completed accurately and in a timely manner. 

6.   Working with a range of staff to develop the most effective use of ICT based tools to record and report on a range of data sets; to include: 
· Development of the Behaviour module, Lesson Monitor and Attendance modules.

7.  Where required support the Exams Officer in ensuring that all procedures and routines relating to examinations are in place and ensure that the school provides the best possible examination experiences to enhance progress.   
· Support the central recording of student assessments and target-setting.  
· Support the exams officer in the setting up of exams if required using the Arbor software to administer student data for national tests; public examinations and internal school examinations.  

8.   Work with the Deputy Headteacher responsible for Timetable and Curriculum to set up and maintain the school timetable and manage in year changes  
· Update student timetables, as required, during the academic year and provide individual student timetables, as required  
· Provide administrative support for the schools timetabler  
· Implement changes for new admissions and in year staff timetable changes 

9. Work with the Assistant Headteacher to maintain and analyse attendance records once entered by the administration team
· Ensure missing marks are rectified
· Process statutory paperwork (EHE, Holidays, Absences)
· Analyse absences and update the safeguarding team
· Daily mark scrutiny to identify patterns and trends to poor attendance.

10. Undertake any other duties of a similar level and responsibility as may be required by the Headteacher/ Office Manager or Senior Leader. 


Generic Responsibilities

· To maintain ongoing Continuous Professional Development (CPD) activity and undertake any in-service training related to the post, including annual mandatory and role-specific training.
· To maintain regular contact and good working relationships with all staff throughout the Trust and external organisations.
· To maintain the security of the data held in the Trust systems in line with all relevant legislation, including the Data Protection Act 1998 and UK General Data Protection Regulations.
· To actively participate and attend team (and other) meetings as required for updates regarding Departmental procedures and action accordingly.
· To support the Trust’s internal and external audit processes.
· To act as an exemplary role model of the Trust’s values and behaviours.
· To ensure that safe working practices are followed in respect of all areas within the provisions of The Health and Safety at Work Act 1974.
· To comply with Trust Policies and Procedures.  
· To maintain confidentiality about clients, staff, and other Trust business. The work is of a confidential nature and information gained must not be communicated to other people except in the recognised course of duty. The postholder must always meet the requirements of the Data Protection Act.
· To be aware of, promote and implement the Trust’s Quality and Information Security Management Systems.
· To report to line manager, or other appropriate person, in the event of awareness of bad practice.

Staff Development and Performance

· The post holder will have an appraisal of performance each year and will be responsible for agreeing a development plan in agreement with their manager or immediate supervisor. The development plan will be reviewed each year.
· The Trust will aid and agree development objectives for the postholder to enable the postholder to achieve their objectives and standards in line with the development plan.
· If the postholder feels they are not achieving their objective as agreed in the development plan they will bring it to the attention of their line manager at the earliest opportunity.

Demands and Working Conditions

· This is an operational post and there will be considerable conflicting work demands, deadlines and interruptions, particular during peak periods and operational deadlines.
· The postholder is to undertake other duties commensurate to the grade of the post.
· Adhoc travel to attend training events and meetings may be required.
· There may be occasions when it will be necessary to cover other roles within the team or to work with other colleagues when there are peaks and pressing issues.
· There may be a requirement to spend large amounts of time working on sensitive information, for example, reports and audits.

Note: You may be required to perform duties other than those given in the job description for the post. The duties and responsibilities attached to posts may vary from time to time without changing the character of the duties or the level of responsibility entailed. As such, the job description therefore is not intended to be exhaustive. It is also subject to change in the light of service developments and in consultation with the postholder and their manager. The post holder will be expected to adopt a flexible attitude to the duties to meet deadlines.
























Person Specification

	Education and Training

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Three GCSE/O Level/Functional Skills passes to include grade C/4 or above in English and Mathematics (or equivalent)
	E
	X
	Y

	
	
	
	

	
	
	
	

	Experience, Knowledge and Skills

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Proficiency in Microsoft Office programs, specifically, Word, Excel, Outlook, PowerPoint
	E
	X
	Y

	Knowledge of how to work and maintain confidentiality in relation to data/information at all times
	E
	X
	Y

	[bookmark: _heading=h.ldtxdvm2vny0]Ability to read, write and communicate effectively in English in order to deliver in all aspects of the role
	E
	X
	Y

	Previous experience of working in the education sector
	D
	X
	

	
	
	
	

	
	
	
	

	Personal Attributes

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Highly organised and able to manage a busy workload 
	E
	
	Y

	Commitment to safeguarding and promoting the welfare of children and young people
	E
	
	Y

	Clear understanding and working knowledge of Reach South Academy Trust, its ethos and values partners, relevant systems and procedures
	E
	
	Y

	Demonstrate personal and professional integrity, including modelling values and vision;
	E
	
	Y

	Commitment to promote and support the aims and value partners Reach South Academy Trust
	E
	
	Y

	Motivated to work within the education sector and alignment with Reach South values and behaviours
	D
	
	Y
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