DATA MANAGER JOB DESCRIPTION

Purpose of Role
• To manage all planning and administration related to Assessment and Achievement Data.
Main Duties and Responsibilities 
• To be responsible for the continuous development of the school’s Management 
Information System (MIS) to ensure the effective use of data within the school.
• To be responsible for managing information related to all school assessments, in 
consultation with the Senior Leadership Team.
• To be responsible for the maintenance of accurate and up-to-date data relating to students on the main school database.
• To work with the Examinations Officer for the processing of exam results and to produce statistics for internal monitoring purposes and for publication to parents as required by the Government, the Governors, the Trust, Local Authority and the Department for Education.
• To organise the administration of the School’s DFES data returns as well as performance checking.
• To collect, collate and effectively disseminate data that tracks a student’s progress 
throughout the school (SISRA/FFT Aspire/ALPS).
• To be responsible for the analysis of student data relating to examinations, behaviour, attendance, assessment, timetabling, options, rewards and exclusions.
• To be responsible for the setting up of the new academic year and the transfer of the 
timetable so that all day-to-day administration is effective.
• To advise and recommend on the effective use of the school MIS.
• To develop effective methods of sharing relevant data with teachers, students and 
students’ parents and carers.
• To assist with the data transfer of all new student admissions.
• To co-ordinate information on the school’s MIS to ensure that all statutory returns are completed accurately and efficiently.
• To liaise with service providers to ensure that the MIS system meets the school’s needs.
• To work with the Senior Leadership Team to assist with specific areas of responsibility.
• To assist with development and support of colleagues in the use of the MIS and other 
relevant software packages.

Operational/Strategic Planning Projects, including:
• To develop our use of target setting and accessibility to all staff.
• To develop our reporting styles and mechanisms.
• To develop the use of MIS systems (eg Arbor/PowerBi) 

Other Specific Duties
• To play a full part in the life of the school community, to support its distinctive aims and ethos and to encourage staff and students to follow this example.
• Whilst every effort has been made to explain the duties and responsibilities of the post, each individual task may not have been identified; therefore, employees will be expected to comply with any reasonable request from a manager, including ad hoc projects, to undertake work of a similar level not specified in the job description.

General
• Flexible working during the school holiday periods is granted with the exception of Results Download days, Exam result weeks for GCSE and Post 16 and any other key dates in negotiation with Line Manager and Principal.
• Work in a professional manner and with integrity and maintain confidentiality of records and information. 
• Maintain up to date knowledge in line with national changes and legislation as appropriate to the role.
• Be aware of and comply with all Trust policies including in particular Health and Safety and Safeguarding.
• Participate in the Appraisal process and undertake professional development as required.
• Adhere to all internal and external deadlines.
• These above-mentioned duties are neither exclusive nor exhaustive; the post- holder may be required to carry out other duties as required by the Trust.
