[image: ]
Job Description

	Role
	Trust Data Administrator
	School/Department
	Maiden Erlegh Trust

	Grade
	Grade 4
	Reports to
	Trust Data Manager

	Job evaluation code
	

	
Hours of Work
	
Term Time +  2 weeks during Summer break
Min 30hrs per week 
Hybrid Working (min 3 days at the trust or one of the MET schools)

	
Purpose
	
· Data Administrator will support the Trust schools with MIS, data collection, entry, integrity, consistency, quality & output of data stored in the MET schools MIS(Bromcom)
· To support MET schools in the production of student data, pupil reports, assessment data reports, timetables, options, performance & analytical reports, end of year procedures as deployed
· Support for all data related queries & requests from all schools within the Trust 
· Working with the Exams Officer to deliver Exam Results and result analysis. 
· Supporting the wider Trust Data Team and shared services 


	
Scope
	Main contacts:
	Staff responsibilities:
	Financial accountability:

	
	Trust Data Manager, Data Team, exams officers, curriculum leaders, admissions team and in some cases School SLT, support staff, external agencies, other
	None
	None

	

Key accountabilities
	· Administer whole school(s) data related to student prior attainment and assessments using Bromcom MIS at start of academic year and ongoing.
· Timely update of student data stored within all analytical tools.
· Timely production of Pupil reports and other ad hoc data reports for trust schools including and not limited to Attendance & behaviours reports
· Support and administer any timetable changes for students throughout the academic year and to ensure student timetable and academic course structure is kept UpToDate on the MIS



	Main duties and responsibilities
	· Preparation of school(s) data for new cohort - upload of test data and target & prior attainment setting (CATS, KS2 data, Context of cohort, reading data)
· Regularly review and update/remove student targets on MIS where necessary.
· Prepare and set up Bromcom for receipt of data – set up templates, open marksheets, prepare template for reports under the guidance of TDM in line with the trust’s and schools needs
· Set up of analytical tool(s) to ensure all school data is pulling through and correct, add all relevant prior information and also set up the system to input assessment data ready for analysis.
· Support and administer the process for data collection, running and publishing of pupil reports for every data collection series at the schools, and print out student reports if required.
· Ensure that Termly SPR reports are available to the Trust Data Manager at the given timeline.
· Changes to Bromcom reporting and templates as required under the guidance of Trust data manager
· Support the admissions team throughout the year on in year admissions. Generate targets for new starters, ensure they are appearing on correct courses and marksheets and on external systems if required.
· Check and update student data across all bolt-on data systems on a regular basis.
· Support all schools with administering, error or query resolving and submission of census under the guidance of TDM.
· Admissions & timetable -To ensure any timetable change requests including option changes for students are dealt with in a timely manner and print out student timetable if requested.
· General administration and preparation of ad hoc reports as required include but not limited to attendance, behaviour & safeguarding data.
· End of academic year procedures; rollover of tutor groups/ classes/courses when applicable or reassign classes to pupils as set out by schools. 
· Cover for all schools/Data Administrators as contingency when needed.
· To feed into improvement and development of systems or processes to improve efficiency.
· Work with exams officer to plan and deliver exam results to students and to ensure exam data is available for analysis.
· Any duties which reasonably fall within the purview of the post

	Other requirements and Personal Attributes
	· Level of DBS required: Enhanced with Children’s Barring List 
NVQ level 3 or equivalent.

· Flexibility to travel across Trust schools as necessary.

· Willing to progress on a personal and professional level and undertake a minimum of one training course towards a certification (relevant to job).

· Excellent Microsoft Office skills, particularly Excel, knowledge of MIS packages, particularly Assessment Manager an advantage, but not essential.

· Excellent analytical skills and ability to accurately understand and manipulate data. Previous experiences in data analysis/analytical packages, data manipulation or technical support an advantage. 

· Good organisation skills – able to prioritise workload. 

· Excellent communication skills • Reliability, tact, diplomacy, confidentiality and sensitivity.

· A pro-active approach, able to work independently but also as part of a team.
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Person Specification

	Role
	Trust Data Administrator
	School/Department
	Maiden Erlegh Trust

	Grade
	
	Job evaluation code
	

	Qualifications, training and education
	· Educated to A-Level. Or possess other equivalent or relevant experience

	
Experience
	· Demonstrable experience in a similar role within a school context
· Knowledge and understanding of MIS packages in an educational context, particularly Assessment & Curriculum Modules

	



Skills and abilities
	· Excellent Microsoft Office skills, organisational and analytical skills.
· Good communication skills & attention to detail.
· Reliability, tact, diplomacy, confidentiality, and sensitivity.
· A pro-active approach, able to work independently but also as part of a team.
· A sense of responsibility and self-reliance/problem-solving
· A flexible approach to working and commitment to ongoing service and personal development (through self-evaluation and learning from others) 
· An ability to proactively deal with ambiguity and conflicting pressures.


	
Requirements specific to the role
	
All staff and volunteers are expected to be committed to safeguarding equality and promoting the welfare of children and young people.

Comply with school policies and procedures.



The Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with the postholder.

	Signed:
Post holder
	

	Date:
	



Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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