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	Data Officer

	We know from experience that things change throughout the lifetime of a role and so this job description isn’t a list of everything you will do – this gives our people the chance to play to their strengths.


	How you will make an impact…

	· Help maintain the ethos of The Consortium Academy Trust by driving our organisational culture forwards and using every opportunity to embed our values.
· Transforming service delivery and user experience through innovative, agile and process light systems and processes.
· Taking responsibility for your own development - that way we can make the biggest impact!
· We are always looking for someone who can contribute to our growth.
· More than anything, we are looking for a team player who puts their heart in to their work. We have some core values that run through everything we do, and we’d love it if they resonate with you too.

	About the role…

	Main purpose of the role:
Reporting to the Trust’s MIS and Reporting Manager, the post holder would be expected to contribute to the development of The Consortium Academy Trust in transforming educational standards and the development of young people with an emphasis on creating a culture that’s inspires personal growth, development, and performance driven outcomes.
To support the MIS and Reporting Manager and Data Manager to develop, implement, and manage an effective and sustainable, Trust-wide data and systems Strategy, as well as working towards the tactical and operational needs of the Trust.
They will support with the input, collation and analysis of a wide range of data processes which support the Trust’s drive to raise standards of achievement and student outcomes.  Using the Trust’s management information system and associated software packages the Data Officer will undertake the following tasks.
Key accountabilities:
· To provide operational support to schools in relation to management information systems.
· Ensure that data management processes are suitable for the Trust’s/School’s reporting needs, while also meeting regulatory requirements.
· Drive a holistic approach to MIS support and improve administrative efficiencies.
· Drive compliance for the accuracy of all elements of Trust data.
· To assist with the alignment of school MIS systems, processes, and data recording, to reduce costs and duplication of administration.
· Support the integration of the MIS with other systems to ensure seamless data management and drive for continuous improvement.
· To provide training on a group and/or individual basis in the use of Trust systems.
· To be complaint with census returns and provide advice/support where necessary and highlight any areas of concern.
· To be complaint with the submission of accurate and timely funding returns to external bodies.
· Create, manage and distribute accurate Student Progress Reports, as well as issuing duplicate reports where necessary to support high levels of parental engagement.
· Input of accurate student data information and manage records to ensure they are updated, amended and carried forward in preparation for the transition to the next academic year.
· Create input marksheets and set up school attainment targets from base data.
· Extract data, produce mail merge documents, labels, letters and reports from the MIS systems.
· Input students’ course choices and export data to inform the school timetable.
· Collate prior attainment data from feeder schools to inform group setting and timetabling.  Share files (CTF) between schools as required.
· Extract data from various sources, manipulate and present in a useable format, including the weekly updates of internal trackers for attendance and sanctions.
· Extract and upload data for use in various systems
· Support the with the upkeep of the timetable, including reissuing student timetables to reflect changes.


	About you…

	This is the job for you if you hold the following qualifications, experience, knowledge, skills, and values:

Qualifications
· Relevant Level 3 or higher qualification 

Experience, Knowledge and Skills

· Have experience and a good working knowledge of management information systems.
· Ability to prioritise and to keep to deadlines within a challenging environment.
· Ability to quickly assimilate detailed or complex information to provide advice and guidance.
· Excellent communication and interpersonal skills, both written and verbal.
· Strong organisational skills and personal resilience.
· A team player who is self-motivated and able to work autonomously. 
· Ability to develop strong working relationships and partnerships.
· Able to talk to business colleagues in business, commercial language and simplify technology, adapting language to their level of understanding. 
· Excellent stakeholder engagement both internally and externally. 
· Excellent presentation skills to drive stakeholder engagement.
· Experience in data compliance and driving data accuracy.
· A natural passion for continuous improvement, quality and a ‘can-do attitude’. 
· Full Clean UK driving licence and the use of a car is essential as the role will necessitate travel between sites.

Values and Personal Competencies
· Committed to the values and vision of the Trust.
· Committed to equality, diversity, and inclusion.
· Resilience and confidence to influence change and digital capabilities to achieve high standards of service delivery.  
· Achieving goals through influence.
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