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MEADOWHEAD SCHOOL
ACADEMY TRUST
JOB DESCRIPTION

	
	
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.


	SCHOOL
	Meadowhead School Academy Trust

	POST TITLE
	Data Officer 

	GRADE
	Grade 6 Scale Point 21 - 26

	HOURS
	[bookmark: _GoBack]37 hours per week, 41 weeks per year 

	RESPONSIBLE TO
	Data Manager

	QUALIFICATIONS/
EXPERIENCE
	Excellent literacy and numeracy skills

An up to date working knowledge of Microsoft Office, MIS ideally SIMS, ClassCharts, PowerBi and School Cloud System

	
PURPOSE OF JOB

	
To competently work with SIMS, ClassCharts and Power Bi to support the school’s data analysis procedures
To work with departments in the collection and collation of data
To communicate/share with staff information collated through SIMS and ClassCharts
To contribute to the development of admin systems within school








SPECIFIC DUTIES AND RESPONSIBILITIES


The post holder must at all times carry out his/her duties and responsibilities within the spirit of School policies and within the framework of legislation applicable to Academies and Trusts.

The post-holder will be expected to maintain the professional standards of Meadowhead School and the standards of behaviour, attitude and effort as outlined in the Meadowhead Code of Conduct.


Support of the School

Comply with and assist with the policies and procedures relating to child protection, health, safety and security, recruitment, confidentiality and data protection, reporting all concerns to an appropriate person.


The successful applicant will:

· Assist the Data Manager in the development of the use of data as an increasingly important tool in identifying student performance

· Show initiative and vision for improving systems and procedures to meet the constant demands and changes in the education sector

· Have proven knowledge and experience of working with information systems and databases

· Be able to manage and prioritise their own workload in order to meet deadlines and targets

· Be skilled in the collection, processing, analysis and presentation of statistical information and reports

· Respond quickly to a changing and expanding environment in a positive and flexible manner

· Possess good communication and liaison skills when dealing with a variety of people

· Show initiative, self-motivation and be eager to respond to staff development opportunities 

· Have the ability to work as a member of a team as well as independently 


Specific Duties and Responsibilities: 

SIMS

· To maintain the whole-school’s SIMS database, this includes the student database ensuring all lists are correctly prepared, updated and distributed. Also liaise with the LEA keeping up to date student data

· Maintain the reports within sims.net

· To oversee the maintenance of the Admissions Register and create or acquire educational and medical records. Plus the creation of students’ timetables

· Maintain the assessment manager mark sheets and reports

· To be pro-active in identifying and implementing data improvement/online platforms (systems, technologies, use of data etc)

ClassCharts

· Assist in the management of the system 

· Report and process system errors through to resolution including any performance issues

· Management of users and of the data

· Management of seating plans, ensuring rooms match plans 

· Train new staff on the basic ClassCharts procedures including navigation of the system

· Data Correction: Identify and rectify differences in the data between ClassCharts and SIMS 

· Identify and rectify attendance write back issues

· Set up the calendar for each academic year ensuring holidays and staff training days are input accordingly

· Update Attendance coding and calculations in line with DFE updates ensuring any legislative changes are up to date

· Liaise with SLT (Behaviour) regarding the initiatives set up in ClassCharts 

· Maintain SIMS Behaviour and Achievements coding for write back

· Wonde – To work with Wonde to ensure all systems communicate
 
School Cloud 

· Assist in the management of the School Cloud parent evenings booking system creating events  

· Create teacher/class allocation lists 

· Produce copies of Progress Reports for students for appointments

· Produce analysis of attendance for SLT 

Power Bi

· Assist in the management of the system

· Determine user requirements and provide training to teams to support Power Bi and its benefits

· Create and maintain data links between Power Bi, SIMS and ClassCharts

· Use Power Query and DAX programming to develop efficient database design

· Produce interactive reports using the data for SLT use
Data Analysis and Reporting

· To undertake analysis of data, looking for patterns, groups etc and to produce analysis of performance data in relation to students (individual and collective), departments, staff and whole school

· To undertake detailed analysis of attainment, attendance and behaviour data

· To produce detailed but easily read and interpreted reports identifying improvement and any areas for concern and to report to the Data Manager

· Undertake the production and publication of student reports

· To attend relevant meetings as required in relation to data development and the use of data

· Be aware of and adhere to Data Protection legislation in relation to use and publication of data

· Compare data between systems that we use to ensure all is correct – SIMS and ClassCharts

· Detentions: Administration of student detention list (daily). Collating of names, checking for accuracy and communicating names with teaching staff and pastoral teams. Produce detention slips for the students and send out daily texts to parents/carers



Development 

· Undertaking personal and professional development

· Keeping abreast of changes in data office management and data administrative procedures relevant to school management including examination and cover procedures

· Continually develop skills and knowledge relevant to improving data, exam and cover support services within the school	 

· Undertaking other duties and responsibilities as may be determined after negotiation between management, the post-holder and appropriate trade unions



This document is intended as a guide.  Any amendments should be discussed with the appropriate member of the Senior Management Team.  This discussion may be initiated by either side.

Suggestions to amend/update this job description, which will lead to an improvement in the school's and/or the department's performance will always be welcome.
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DATA OFFICER


Person Specification

The person appointed will:

· have experience in producing management reports and the ability to produce timely and relevant management information
· have the ability to organise a varied workload and operate calmly and effectively within an environment which makes variable demands
· possess excellent keyboard skills and the ability to input and retrieve data efficiently and accurately
· have up-to-date knowledge and experience of SIMS or similar data systems and Microsoft Office applications
· have previous appropriate experience in a similar environment
· at all times operate in a professional and tactful manner ensuring adherence to the security requirements regarding Child Protection and Data Protection
· have good communication and liaison skills and the ability to establish and maintain good personal working relationships with all members of the school community
· show initiative, self-motivation and be eager to respond to staff development opportunities in order to improve performance and meet objectives
· have the ability to work as a member of a team as well as independently
· be enthusiastic and committed to the school and all members of its community
· be aware of health and safety issues and implement these at all times
· have the ability to work under pressure and meet deadlines 

Experience:

Essential

· ICT skills, particularly MIS Systems and Microsoft Office systems including Word and Excel

Desirable

· experience of Power Bi and ClassCharts
· experience of working with young people, not necessarily in a school environment 
· broad experience of education or training and the world of work 

Essential Personal Qualities

· good verbal and written communication skills
· good interpersonal skills and ability to build effective working relationships with students, teachers, other adults and external stakeholders
· good organisational skills and initiative to develop opportunities 
· ability to work independently, effectively manage time, own workload and work to deadlines
· commitment to personal training and development
· commitment to equal opportunities
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