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Appendix 1

AUCTORE DEO								THE CAMPION SCHOOL

Job Description:  Data Manager

Job Title: 		Data Manager

Grade: 			Scale SO1 (£33,381-£34,293 pro rata) 
41 weeks per year, 36 hours per week over 5 days

The Post is currently a 3 day per week position, but additional responsibilities could be added for a full-time applicant. 
Based on 22 hours per week the range is £20,400– £20,957

School: 		The Campion School

Staff Managed (if any): Attendance Officer and Cover Manager

Our Vision:
 
Developing faithfully in hope and holiness while learning and serving our community through virtuous actions.
 
Our Virtues:
 
Through teaching, pastoral support, spiritual development, enrichment, and community service students can develop their character through virtuous actions which include being: 
 
Charitable, Courageous, Forgiving, Grateful, Honest, Humble and Resilient
 
Although there will inevitably be other virtues that we develop, students, staff and governors have identified these plus those within our vision and mission as being unique to our school. 
 
Our Mission:
 
The Campion School is part of the Catholic Community with a shared mission to make Christ known to all young people.  We support families to develop young people that follow in Christ’s example.  Our students, through loving compassionate action, aim to be agents for social justice in society.

Job Purpose and Context

This role is vital in the life of the school.  It is important in the safeguarding of students, to the progress that students make and to the operations of the school on a day-to-day basis.

[bookmark: _Int_NPKyBlpv]The SIMS system plays a central role in many of the school’s administrative tasks and the Data Manager must ensure that the data it contains can meet the diverse demands placed upon it in a timely manner. The postholder must ensure that users have appropriate access and the knowledge required to derive maximum benefit from their use of the system.

Main duties:

Data Management:  Responsibility for ensuring that the SIMS pupil database is populated and kept updated with accurate information relating to students, including parental contacts, pupil premium, attendance, exclusions, assessment, academic, SEN and conduct data. Ensuring that the termly School Census, the annual post-16 learning aims return and the annual Catholic Education Services Survey are produced in an accurate and timely manner; using the EduLink and Admissions+ systems in relation to data management.  
Ensure that school assessment systems (e.g. SMID) are up to date and relevant data is provided to school leaders. 

Line Management: Line manage this attendance officer and the lead cover supervisor and support them in their roles, deputising to cover as needed.

Assessment Coordination:  Registering pupils for Midyis/Yellis tests, uploading pupil data and exam results to SMID.  Ensuring the Assessment module is ready for use in the new academic year and populated with external assessment data, e.g. KS2 results, Midyis & Yellis scores, bands & projections and targets.
Using Course Manager to ensure that classes are correctly linked to courses so that marksheets may be selected in the Assessment and Exams modules.
Ensuring deadlines in the Assessment Calendar are met, issuing reminders to staff where necessary to ensure monitoring data is collected and reported to parents in a timely manner, uploading monitoring data to SMID and, after each data drop, providing an overview to SLT, HOY, Form Tutors and PP, SEN and MABLE co-ordinators.
 
EduLink One
Management of the EduLink system which is widely used by staff, parents and pupils.  Ensuring that the many different areas of EduLink are correctly linked to SIMS to ensure each user type can see only that information that is appropriate to them and in line with school and GDPR guidelines. This requires an in-depth knowledge of many areas of SIMS. 
At the start of each year, communicating with new parents regarding EduLink, emailing their log in details and dealing with issues and enquiries. 
Ensuring new staff and pupils are aware of the system. 
Updating user guides when new functionality is added. 
Ensuring that all start and end of term processes are carried out.

SIMS System Co-ordinator/Manager:
Ensuring that user access relates to job roles and responsibilities and that users are made aware of developments and improvements to functionality. 
Liaising with the LMS team to ensure that upgrades are carried out when necessary. 
Providing an informal internal helpdesk facility and one-to-one training for staff as required. 

Signposting staff to relevant SIMS training as required for their role in line with the LMS team schedule.  updating Data Protection Certificate and issuing DP guidance to parents and supporting the data protections officer, managing new suppliers and IT systems with regards to GDPR and data protection.  Ensuring the Heads of Year have up to date weekly analysis of their year groups achievement, attendance, punctuality and behaviour.

Exams:  Checking that Awards are linked to relevant Courses and that courses are correctly linked to QANS as required for post 16 learning aims; providing predicted GCSE grades; creating templates containing result aspects and making marksheets available to staff, uploading individual pupil exam results to the DMS; liaising with and supporting the Exams Officer. 


Personnel: Liaising with the Personnel Officer to ensure staff data are available to meet existing requirements and to ensure that appropriate data are collected to meet impending requirements such as the School Workforce Return; using the Manage Classroom Staff routine to assign teacher/teaching assistant status to relevant staff to enable them to be attached to classes in Nova; creating a range of staff reports.

Additional duties:

· First point of contact for school email.
· Supporting the use of SIMs InTouch, an email and texting service for Parents.
· Uploading photos/information to information screen in hall.
· Posting on social media.
· Deliver staff training on SIMs
· Ensuring reporting requirements from SIMS and other databases meet the needs of the school community.


Person Specification



	Skills and abilities
	Essential
	Desirable
	Assessed by

	Ability to use, adapt and report using Management Information Software (MIS) 
	 
✓
	
	Application & interview

	Ability to use a range of communication methods effectively for a variety of different audiences
	✓
	
	Application & interview

	Displays commitment to the protection and safeguarding of children and young people
	✓
	
	Application & interview

	Ability to work to deadlines and be organised
	✓
	 
	Application and Interview

	Ability to be customer focused and have a commitment and enthusiasm in delivering services for all stakeholders
	✓
	 
	Application and Interview

	Ability to manage conflicting priorities and expectations
	✓
	 
	Application and Interview

	To remain professional at all times and ensure professional boundaries
	✓
	 
	Application and Interview

	Knowledge
	
	
	

	An understanding of safeguarding and health and safety, in schools
	✓
	
	Application and interview

	An understanding of and personal commitment to diversity and equality
	 
✓
	
	Application and interview

	Specific knowledge in the use of Management Information Systems and how to best draw out useful and meaningful data that supports school outcomes
	
✓
	 
	 Application and interview


	Qualifications and experience
	
	
	

	GCSE at level A – C in English and mathematics (or equivalent)
	
	✓
	Application 

	Use of ICT systems in particular Microsoft Office and SIMS
	
	✓
	Application/Test

	Significant relevant experience in the use of MIS(Management Information Systems) 
	✓
	
	Application & interview

	Experience of leadership and line management of staff.
	
	✓
	 Application and interview

	Experience of supporting or collating the termly school census through use of SIMS
	
	✓
	Application and interview





	Qualifications and experience
	
	
	

	GCSE at level A – C in English and mathematics (or equivalent)
	
	✓
	Application 

	Use of ICT systems in particular Microsoft Office and SIMS
	
	✓
	Application/Test

	Significant relevant experience in the use of MIS (Management Information Systems) 
	
✓
	
	Application & interview

	Experience of leadership and line management of staff.
	
	✓
	 Application & interview


	Experience of supporting or collating the termly school census through use of SIMS
	
	✓
	 Application and Interview
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