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	Job title
	Data Support Officer

	Grade
	Grade 3 (points 9-22)

	Responsible to
	Systems Manager

	Responsible for
	N/A

	Effective from
	January 2026



	
Summit Learning trust Mission Statement
Success through Endeavour
Ambition through Challenge
Strength through Diversity




Job purpose

To provide first-line support for data operations and systems across the Trust. This includes providing effective helpdesk services, robust data quality monitoring, and support for key reporting processes. The role also supports team administration and project management functions.

Key responsibilities

· Assist with producing high-quality, time-sensitive reporting outputs for various users – including Senior Leaders, Governors, and Trustees – in line with our reporting calendar.
· Support with the coordination of, and response to, information requests from data subjects and the general public.
· Provide administrative support in the team’s project management functions by helping to manage information about development requests.
· Provide first-line support to colleagues across the organisation via our helpdesk by handling routine data and systems queries.
· Maintain records relating to data quality and systems usage across the organisation’s data structure.
· Provide general administrative support to the team by recording accurate minutes and tracking progress against actions.
· Coordinate review cycles for policies and procedures owned by the team to ensure documentation is kept up to date.
· Support with the maintenance and management of user permissions across a range of core systems.
· Use initiative to explore data and proactively identify areas in which we could improve our reporting products and ways of working.
· Support with the synchronisation of data between key systems and escalate issues where necessary.
· Keep up to date and compliant with the policies and procedures in operation within the Trust and its Academies.
· Take ownership of your own professional development and proactively engage in further training as and when required.



General responsibilities and duties

Helpdesk support
· Act as a first point of contact by providing excellent customer service in response to routine data and systems queries.
· Categorise, prioritise, and action requests in line with agreed SLAs.
· Escalate complex issues promptly to the relevant colleague.

Reporting
· Assist in producing templated reports for governance and leadership.
· Support with the coordination of routine data returns and validation exercises for external agencies, including the school census and ILR.
· Maintain records relating to the timeliness and quality of the team’s reporting products.
· Maintain records of key systems’ health and usage statistics.

Data quality monitoring
· Perform routine data quality checks and maintain issue logs.
· Notify colleagues about any data quality issues so they can take corrective action and maintain records to evidence these notifications.

Team administration:
· Record minutes from team meetings and coordinate action points
· Support with the maintenance of key process documentation owned by the team

Other:
· Process user access requests across core systems and reporting products
· Undertake any other tasks as directed by the Systems Manager, which are commensurate with the level and nature of the role

Data Protection and Safeguarding   
· Work within the requirements of GDPR at all times  
· Understand your responsibilities in relation to safeguarding and child protection and how
to highlight an issue / concerns  
· Remain vigilant to ensure all learners are protected from potential harm  
  
General  
· Whilst every effort has been made to explain the main duties and responsibilities of the post it may not identify every individual task that is required. The post-holder may be asked to carry out any other duties as commensurate within the grade in order to ensure the smooth running of the academy.  
· Take part in professional development and the performance management process. 
· The post-holder will be expected to undertake any appropriate training provided by our Trust to assist them in carrying out any of the above duties. 
· The post-holder will be expected to contribute to the protection of children and young people, as appropriate, in accordance with any agreed policies and/or guidelines, reporting any issues or concerns to their immediate line manager.  
· The post-holder will be required to promote, monitor and maintain health, safety and security in the workplace.  To include ensuring that the requirements of the Health & Safety at Work Act, COSHH, and all other mandatory regulations are adhered to.   
· An Enhanced Disclosure with the Disclosure and Barring Service (DBS) will be undertaken before an appointment can be confirmed.  The successful candidate will be required to disclose all convictions and cautions, including those that are spent; the exception being certain, minor cautions and convictions which are ‘protected’ for the purposes of the ‘Exceptions’ order.  https://www.gov.uk/government/collections/dbs-filtering-guidance ‘  
· The job description will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post-holder. 


Person Specification

	
	Essential
	Desirable

	Qualifications and training
	5 GCSEs, graded A*-C / 9-4 including English and Maths
	A qualification in data management or a related field

	Relevant experience 
	Previous experience in a role involving regular data analysis
	Experience of working within an educational setting

	Skills and abilities
 
	Excellent organisational skills
	Knowledge of common systems used within schools, particularly including Arbor

	
	Strong literacy and numeracy skills
	

	
	Strong understanding of data analysis
	

	
	Strong computer literacy skills, including with applications such as Microsoft Word, Excel, and Outlook
	

	Other
	Enthusiastic commitment to your own professional development
	

	
	Ability to work well under pressure and manage competing deadlines
	

	Special requirements 
	Enhanced DBS clearance.

This 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.

To, at all times, accept responsibility for safeguarding and promoting the welfare of children.

Compliance with all academy and 
Trust policies and procedures.
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