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Job Description – Student Data Leader
	Job Title: Student Data Leader

	Responsible to: Assistant Principal

	Salary Scale and Point: Grade 6, Point 20 – 25

	Contracted Hours: 37 hours, all year round



Purpose of the Job
To be responsible for assisting the Assistant Principal in leading the academy’s data collation, reporting, analysis, target setting and to co-ordinate the cycles of data meetings with relevant stakeholders to report on the data and agree actions.
· Reporting on student attainment and progress to all stakeholders including SLT, staff, parents, OAT and Governors – including compiling, validating and interpreting the data.
· Meeting with relevant personnel in the academy to discuss data reports and devise future actions and inform SLT strategy in relation to interventions.
· Maintaining the academy/Trust Management Information Systems.
· Co-ordinating the termly School Census returns.
· Support the Assistant Principal with the Guided Choices Process.
· Support the Assistant Principal with producing and maintaining the academy timetable.
· To line manage the academy data apprentice – including relevant training and professional development.
Managing Management Information Systems – Arbor
· To provide technical and operational support to teaching and non-teaching staff in the use of all aspects of Arbor for example: attendance, registration, assessment, timetable, examinations, literacy, careers, SEND and student and staff records and keep set lists up to date and accurate.
· To attend relevant SLT meetings and lead on advising of the SLT of new and future developments concerning Arbor.
· To obtain and import student common transfer files from feeder schools, chasing this data where necessary to ensure new Year 7 data is ready for start of each academic year. 
· To export and send student common transfer files to destination schools. 
· To work alongside Assistant Principal in target setting for students.
· To be responsible for the removal of students from roll in liaison with the Senior Staff as appropriate when destinations are known.
· To liaise with Examinations Manager to ensure QAN codes are up to date and accurate for completion of the Autumn School Census (for funding purposes).
· To put practices in place to ensure data held on the MIS system is accurate and complete.
· Set up and manage permissions in Arbor.
· To perform the end of year procedures and promotion of the academy within Arbor ready for the following year.
· Maintain a clear understanding of the General Data Protection Regulation (GDPR) and the implications that it has for managing school data, and help to ensure that the School complies with all applicable data protection regulations.
· To setup assessment templates for all year groups for the academic year ahead and create all necessary marksheets. 
· To prepare all necessary data and assessment/exams files and send to the analysis software (SISRA). 
· To deliver training and support to staff on the use of Arbor and SISRA.
· To prepare/update user guides and other training materials to meet the changing needs of individuals and the academy.
· To provide technical support to the Examinations Manager and other staff on A-Level and GCSE results days. 
· To attend Arbor/SISRA training as appropriate
· Document all existing processes that depend on Arbor throughout an academic cycle and:
· Identify who is involved for each process and;
· The key roles and responsibilities and identify a timeline for when these tasks should be carried out 
· To design Arbor reports using pastoral data that analyse attendance data and trends for all staff/Children’s Services Team/Form Tutors.
School census
· To work closely with the Examinations Manager to complete, validate, check and return the termly school census to the DfE. This involves co-ordinating with relevant academy staff to ensure they are aware of the deadlines in the process and have completed any relevant data checking or provided any relevant data required ahead of the reports being run. 
· To validate the data and resolve any errors. 
· To meet with academy personnel responsible for each area of the school census and ensure that both parties feel the data return is accurate. 
Timetable
· To support the Assistant Principal with the construction of the academy timetable and any amendments throughout the year.
· To ensure that all timetable staffing and rooming is kept up to date on Arbor.
· To set up and manage alternative curriculums for students where required.
· To set up and manage interventions for students where required.

Student Attainment Reporting
Parent Reporting
· To continue to develop the student progress reports issued to parents to establish the most user friendly and understandable format to ensure full parental engagement.
· With SLT, quality assure the data and written targets entered by staff for reports to parents and liaise with staff to ensure any issues are rectified. 

Academy Attainment Monitoring
1. Ensure assessment data is entered into Arbor according to the Assessment calendar and prepare reports for a range of academy staff. 
1. Under the direction of a variety of leaders for example: SENDCO/Children’s Services’ teams/Pupil Premium Co-ordinator prepare a range of data reports to enable the effective monitoring of achievement of pupils with SEND registers, those eligible for FSM and other vulnerable groups. 
1. Produce reports that identify groups needing interventions and explore links between attendance, behaviour and achievement.
1. To produce class lists for teaching staff in a timely manner.
1. Keep up-to-date with changes to performance measures through information provided by the DfE. 
1. Support departments with producing student trackers.
1. Develop and maintain as appropriate trackers for focus student sub-groups such as Higher Prior Attainers, Disadvantaged and SEND and provided data summaries for the leaders of these groups.

Guided Choices
· To support the Assistant Principal with co-ordinating the KS4 Guided Choices Process, including
· Support with designing the curriculum model to ensure the vast majority of students are able to study the courses they choose and the curriculum model is fit-for-purpose regarding performance measures (use of Options Package).
· Maintain the Guided Choices spreadsheet prior to input into Arbor.


Raising Attainment 
· Compiling relevant data ahead of RAP meetings including interrogation and analysis of the data.
· Meeting with the Assistant Principal to agree the strategy to be adopted at the meetings.
· Attending RAP meetings and minuting discussions and agreed actions.
· Contributing to the discussions at the meetings providing challenge and context around the data. 
· Design, create, develop and maintain a range of documents linked to intervention such as revision timetables, intervention letters and registers. 

Department/Area meetings
· Responsible for setting up and implementing meetings with Leaders (for example subject leads and leaders with cohort responsibilities) to discuss data reports. The Student Data Leader would need to understand the data and the context (this may involve looking at trends and sub group analysis). 
The Student Data Leader should be responsive to ad hoc meetings for additional data requests.
Line Management of Data Apprentice 
· To ensure relevant continued training and support to develop the role of the Data Apprentice in the academy.
· To support the Data Apprentice in achieving their qualification (December 2026).
· To monitor and quality assure the work of the Data Apprentice.
· To delegate appropriate tasks to the Data Apprentice to support their professional development.
Data requests
· To respond to data requests from staff/SLT/external agencies.

The Student Data Leader will be required to work additional hours at peak times of the year based on the needs of the academy/to achieve deadlines. Overtime will not be paid, but TOIL can be taken at quieter times of the year (this should be agreed with the line manager). 
Professional Development
· To undertake any necessary professional development and training.
· To be accountable for ensuring they are up to date with all academy strategy relating to student achievement. This will involve working closely with the Assistant Principal, attending a range of meetings where strategy is discussed or implemented e.g. SLT meets, HOD’s meets and to be aware of Ofsted/OAT inspections and their findings in relation to this area.

General
· Be aware of and comply with all trust and school policies and procedures particularly relating to safeguarding, child protection, equal opportunities, health and safety and security, confidentiality and data protection; reporting all concerns to an appropriate person.
· Carry out all duties with regard to the school’s policies and codes of conduct.
· Set high expectations of conduct, whilst acting as a good role model for others.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Staff will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in the job description.
This job description will be reviewed annually and the head teacher reserves the right to alter the content of the job description, after consultation with the post-holder, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

This position is subject to an enhanced Disclosure and Barring Service Check and suitable references for the successful applicant. 


Fluency in English The post is covered by Part 7 of the immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role.
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	Education and Qualifications
	Essential
· GCSE at grade C/4 or above or equivalent in English and Mathematics
· Substantial and appropriate data management and analysis experience
· Competent with numerical and written data
Desirable
· Level 3 qualification in data or IT or committed to working towards

	Experience
	Essential
· Proven experience of the management of and secure retention of data. 
· Experience of data management in an education setting. 
· Knowledge and understanding of data requirements of Secondary Schools.
· Knowledge of school accountability measures
· Wide knowledge and in depth experience of using Arbor
· Experience of 3rd party analysis tools e.g. SISRA
· Competent in using Excel to an advanced level. 
· Experience of data analysis and manipulation to an advanced level in order to make a decision or recommendation.
· Experience of using Microsoft Office applications.
· Experience of working with a variety of stakeholders across different levels within an organisation 
· Experience of producing high quality data and reports. 
· Experience of the production of statistics.  
· Experience in collating, analysing and presenting data.
· Experience in the implementation and management of a MIS. 
· Experience of co-ordination and delivery of training.
Desirable
· Experience of using Timetabler


	Skills and knowledge
	Essential
· Understanding and commitment to the safeguarding of children
· Excellent organisational and time management skills
· Excellent interpersonal and communication skills
· Able to display data information in a clear, concise, easily understandable way as required for a range of audiences. 
· Able to meet with a wide range of audiences to present, discuss and challenge data reporting.  
· An ability to listen, reflect and have the capacity to be flexible
· A commitment to continuing professional development
· An attention to detail to accomplish tasks and processes accurately and completely
· Analytical thinker – able to identify issues, relate and compare information from different sources  
· Commitment to data protection and safeguarding rules
· Demonstrates initiative – takes prompt action to achieve objectives
· Exceptional knowledge of Excel. 
· Reliable, organised able to work effectively and innovatively.
· Flexible and open to change for continuous improvement. 
· Able to remain calm under pressure and manage conflicting demands. 
· To be an excellent team player who effectively contributes to raising attainment and achievement within the Academy. 
· Able to support, influence and motivate others. 
· Ability to interpret or analyse data and information in order to make decisions or recommendations. 
· ICT literate with a desire and ability to develop new skills. 
· Excellent numerical and analytical skills. 
· Excellent oral and written communication skills. 
· Demonstrable ability to produce a good standard of written work, e.g. response to correspondence and reports. 
· High standard of presentation. 
· Ability to exchange varied information with a range of audiences. 
· Ability to use initiative to respond to unexpected problems using recognised procedures and policies as a guide. 
· Good decision maker and negotiator.
· Ability to develop systems and practices which are accurate and efficient.
· Able to interpret and analyse data from the DfE e.g. IDSR
· 

	Interpersonal Skills
	Essential
· A commitment to safeguarding and promoting welfare for all.
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