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Job Description
Data Administrator

	Responsible to
	-
	Assistant Head

	
	
	

	Scale
	-
	Scale F (Point 22-25)

	
	
	

	Weekly hours
	-
	37

	
	
	

	Weeks per annum
	-
	40

	
	
	


	Main Responsibilities
	
	· Take responsibility for the management and maintenance of the whole-school database which includes: staff and student records. 

· Ensure that the school’s database is maintained at all times, including: 

· Year 6 data transfer; to meet the standard of service expected by the school and is available to all staff at appropriate levels of usage. 
· the transfer of student data between schools and the LA. 
· completion of the School Census.

· supporting the relevant member of the leadership team with the production of the school timetable and maintaining the school timetable once it has been produced so that timetables and options for students and staff are updated when necessary and accurate group lists are maintained. 
· assisting the Attendance Officer with regard to queries on SIMS and ensure that its operation school wide is maintained in an effective and user-friendly manner. 
· assisting the Examinations Manager with queries regarding examination data and supporting the Examinations Manager in downloading examination results for GCSE and A Level.

· assisting the relevant member of the Leadership Team responsible for Assessment, Recording and Reporting in managing data collection systems for teaching groups, providing reports to staff as required and analysing as appropriate. 
· assisting with the set up of Go4Schools for Assessment and Reporting to reflect the requirements of the school calendar and members of the Leadership and Middle Management Teams. 

· collecting, inputting, reporting and analysing Key Stage and baseline/standardised test results.
· data quality checking during reporting cycles, and the admissions process
· being responsible for updating student information at the start of the academic year.
· Respond promptly and accurately to demands made within school, by the LA, DfE and other external agencies. 

· Contribute to the development of data management across the school by monitoring and improving processes and procedures. 

· To attend meetings at school and externally as required.

	Support for the School
	-
	· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop 

· Contribute to the overall ethos/work/aims of the school 

· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils. 

· Attend and participate in regular meetings 

· Participate in training and other learning activities as required 

· Recognise own strengths and areas of expertise and use these to advise and support others Deputising: for the Senior Leadership on data issues and attend relevant meetings and report back when requested. 

· Other duties agreed from time to time by the post holder with the Senior Leadership.

	
	
	


Person Specification
	
	Essential
	Desirable

	Skills
	
	

	Ability to communicate effectively, at all levels, both orally and in writing - particularly presenting data in a clear and effective manner. 
	(
	

	Good organisational and planning skills, able to plan ahead, setting targets and manage projects and performance against plans and targets 
	(
	

	Ability to think independently, draw conclusions and make recommendations 
	(
	

	Work constructively as part of a team, understanding school roles and responsibilities and own position within these. 
	(
	

	Well developed IT and Management Information Skills 
	(
	

	Highly numerate with good analytical and interpretive skills 
	(
	

	Operate in a professional and tactful manner 
	(
	

	Ability to work under pressure and meet deadlines 
	(
	

	Highly motivated and able to use own initiative 
	(
	

	Effective presentation skills 
	(
	

	Knowledge
	
	

	Extensive knowledge of PC based software, especially Microsoft Excel 
	(
	

	Evidence of familiarity with relevant local and national policies, priorities and statutory frameworks, particularly in regard to current education objectives and practice 
	
	(

	Experience
	
	

	3 to 5 Years relevant, substantial, successful and appropriate experience. 
	(
	

	Evidence of good organisational and problem solving skills 
	(
	

	Substantial data management experience. 
	(
	

	Experience of SIMS MIS
	(
	

	Qualifications
	
	

	Education to a minimum of A Level Standard, minimum GCSE A*- C in Maths and English or equivalent 
	(
	

	Relevant IT qualification and evidence of continued professional development 
	(
	

	Equality
	
	

	An understanding of managing diversity and a commitment to Equal Opportunities 
	(
	

	Other
	
	

	A commitment to raising standards and to school improvement
	(
	

	A willingness to work flexibly with people, across the day, the week and the year
	(
	

	Endless patience and a sense of humour
	(
	

	Ability to travel
	(
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