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	Job Title:
	Data Manager

	
	

	Pay Group:
	Grade D (Pro Rata salary - £16,545 - £18,772)

	
	

	Hours:
	37 hrs per week x 41 weeks per year (mandatory additional 2 weeks during the summer holiday at exam results weeks)

	
	

	Accountable to:
	Director of  Assessment

	
	

	Job Purpose:
	To manage the school’s data management by facilitating the effective development, maintenance and support of systems within the school and working closely with the network manager to support all aspects of the school’s systems and in accordance with statutory requirements


Main Responsibilities
	Assessment

	
	

	· 
	Work with the Assistant Headteacher in the development and provision of data for analysis, in particular supporting:

	
	· the summary of data after each Progress Check

	
	· the provision of data to HOH’s, HOD/F, tutors and SLT

	
	· the provision of national comparisons and subsequent analysis

	
	· the target setting process

	
	· analysis of external assessments

	
	

	· 
	Supporting the work of departments in accessing relevant data, this could include, SIMS, FFT or Microsoft package

	
	

	· 
	Creating data spreadsheets and manipulating in Excel spreadsheet format

	
	

	· 
	Support the school’s designated Director of Assessment in the development and provision of data for analysis

	
	

	· 
	Manage the creation and maintenance of grade sets, mark sheets and report templates.  Support parents and students with assessing their school data on line (future).


SIMS systems

	· 
	Co-ordinate all SIMS updates, ensuring that all SIMs users are informed of changes and upgrades.

	
	

	· 
	Set up and maintain Course  Manager in SIMS

	
	

	· 
	Supporting the completion of the school census and other statistical government returns

	
	

	· 
	Responsibility for the Year 6 data transfer using the common transfer system to provide consistency of data from school to school. 

	
	

	· 
	Support the behaviour management procedure’s and records, merits, certificates and associated reports

	
	

	· 
	Inform all SIMS users of new developments and support the SIMS training of new staff as appropriate.

	
	

	Reports

	
	

	· 
	Assist in the set up and maintenance of student reports, progress checks, monitoring and student tracking systems

	
	

	· 
	Co-ordinate report content requirements with the Director of Assessment

	
	

	· 
	Co-ordinate timely availability and completion of report data

	
	

	· 
	Create and issue internal reports to Tutors, HOH and SLT

	
	

	· 
	Support parents and students with accessing their children’s reports on line (future)

	
	

	Working with Colleagues to ensure:

	
	

	· 
	A new academic year calendar in SIMS

	
	

	· 
	Promotion of students into the new year structure incrementing their curriculum years

	
	

	· 
	Setting up and maintaining student timetables

	
	

	· 
	The management of a smooth transition from one academic year to the next with all sections of SIMS

	
	

	· 
	Maintenance of registration groups, allocation of student membership, tutors and Houses

	
	

	Other responsibilities

	
	

	· 
	To ensure all duties and responsibilities are discharged  in accordance with the school’s health and safety at work policy

	
	

	· 
	To participate in the school’s appraisal scheme, ensuring that standards and targets are set and met within the agreed timescale

	
	

	· 
	Liaise with designated SLT with responsibility for examinations, curriculum and assessment.


These duties may vary from time to time to meet the changing needs of the school but any changes will not alter the general character of the post or the level of responsibility.
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