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JOB DESCRIPTION & PERSON SPECIFICATION

MIS and Data Manager
North Chadderton School
Grade 7 SCP 28-32 £34,945 - £38,236 Full-time, term time plus 10 days or £40,444 - £44253 Full-time, full year (the option of term time plus 10 days or full year will be discussed at interview)
36 hours 40 minutes per week

Purpose of Post

To be responsible for the management, maintenance and development of the school's Management Information System (MIS) and associated data systems, ensuring accurate, reliable and meaningful information is available to support effective school management, monitor pupil progress and inform school improvement.
The postholder will also oversee the effective organisation and administration of the school's examinations, ensuring that appropriate systems, procedures and arrangements are in place to support successful examination delivery.
Reporting to

Data, Assessment and Exams Manager

Responsible for

Examinations Officer
Data and Assessment Officer
Administration Assistant
Cover and Timetable Officer

Main Areas of Responsibility

MIS and Data Systems

· Manage and develop the school's Management Information System (MIS), including SIMS and SIMS Next Gen, ensuring that data is collected, analysed and presented effectively to provide meaningful intelligence to support school improvement.
· Establish and maintain effective systems, processes and procedures for the accurate collection, recording and management of school information.
· Ensure the accuracy, integrity and security of pupil, staff and curriculum data through regular monitoring, validation and quality assurance.
· Manage system functionality, user accounts, permissions and access rights, ensuring information is appropriately protected.
· Investigate and resolve system and data-related issues, liaising with software providers, the Trust's IT Services team and external partners where necessary.
· Review system effectiveness and developments, identifying opportunities to improve functionality, efficiency and the use of information across the school.
· Maintain system documentation and provide guidance, training and support to staff in the effective use of MIS and associated systems.
· Identify risks relating to data systems and information availability, ensuring appropriate system resilience and business continuity arrangements are in place.
· Provide day-to-day supervision, guidance and support to the Data and Assessment Officer, ensuring work is appropriately prioritised and deadlines are met.

Data Management and Reporting

· Responsible for the preparation, checking and submission of statutory data returns, including the School Census and completion of the Post 16 Census and School Workforce Census, ensuring compliance with statutory requirements and deadlines.
· Monitor changes to statutory guidance and DfE data requirements, ensuring relevant systems and processes are updated accordingly.
· Develop and maintain reporting tools, templates and dashboards, producing reports, data extracts and analysis for senior and middle leaders, governors, Trust colleagues, the Local Authority and external agencies.
· Ensure appropriate data quality checks are undertaken and that inaccuracies, inconsistencies and weaknesses in data recording processes are addressed.
· Manage checking exercises and data validation processes including DfE checking exercises.
· Monitor the release of National Performance Data and distribute relevant information to key staff.
· Assist the DPO in upholding GDPR and data protection standards across the organisation.

Assessment and School Improvement

· Work with the Senior Leadership Team to manage, develop and maintain effective assessment, tracking and reporting arrangements.
· Oversee the effective organisation and administration of public and internal examinations, ensuring that appropriate procedures, systems and routines are in place and consistently followed.
· Monitor examination arrangements and compliance with relevant regulations and awarding body requirements, working with the Exams Manager and senior leaders to ensure examinations are managed effectively and provide a positive experience for students.
· Responsible for the use and development of assessment and tracking systems, including SIMs, ALPS, SISRA, FFT Aspire, Class Charts and GL Assessments, ensuring information is accurate, up to date and effectively utilised.
· Ensure the accurate collection, transfer and analysis of assessment information, including exam analysis, prior attainment data, targets and other external assessment information.
· Manage the production and maintenance of assessment reports, tracking information and data tools to support the monitoring of progress at whole-school, subject, year group, class and individual pupil level.

Timetabling and Curriculum

· Manage and oversee the school's timetabling software, including curriculum structures, teaching groups, room allocations and timetable arrangements.
· Ensure pupil curriculum assignments, including course, class, teaching group and programme information, are accurately maintained.
· Oversee the annual timetable and curriculum rollover process and manage changes throughout the academic year.
· Maintain relevant curriculum and qualification records, including QAN information, ensuring data is accurate and up to date.



Standard Duties

· To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.
· To uphold and promote the values and the ethos of the school.
· To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.
· To take a proactive approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g., challenging a stranger on the premises.
· To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.
· To attend and participate in relevant meetings as appropriate.
· To undertake any other additional duties commensurate with the grade of the post.

Culture

· Responsible for Health & Safety, security and welfare of self and colleagues in accordance with The Oak Trust policies and procedures, reporting all concerns to an appropriate person.
· Responsible for working in accordance with The Oak Trust policy relating to the promotion of Equality, Diversity and Inclusivity.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

The job description is current at the date shown, but, in consultation with the postholder, it may be changed by the CEO/Headteacher to reflect or anticipate changes in the job which are commensurate with the job title and salary weighting.

This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.

The academy will endeavour to make any necessary reasonable adjustments for the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition (as defined in the Equality Act 2010).

The Oak Trust are committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment. This post is subject to an enhanced DBS disclosure check through the Disclosure & Barring Service.



MIS and Data Manager - Person Specification

	Criteria
	Essential / Desirable
	Assessment

	Qualifications and Training
	
	

	GCSE Grade 4/C or above in English and Mathematics (or equivalent).
	Essential
	Application

	Evidence of continuing professional development relevant to the role.
	Essential
	Application

	Qualification in data management, business administration, information systems or a related field.
	Desirable
	Application

	Data protection, information governance or MIS-related training.
	Desirable
	Application

	Experience
	
	

	Experience of managing and administering a school Management Information System (MIS).
	Essential
	Application / Interview

	Experience of maintaining and managing large volumes of data, ensuring accuracy, integrity and appropriate quality assurance.
	Essential
	Application / Interview

	Experience of preparing, checking and submitting statutory data returns, including school census processes.
	Essential
	Application / Interview

	Experience of producing reports, analysing data and presenting meaningful information to support management decision-making.
	Essential
	Application / Interview

	Experience of using Microsoft Excel to an advanced level and working with data analysis and reporting tools.
	Essential
	Application / Interview

	Experience of managing or developing assessment and pupil tracking systems.
	Essential
	Application / Interview

	Experience of managing or administering examinations in an educational setting
	Essential
	Application / Interview

	Experience of supervising, guiding or coordinating the work of colleagues.
	Essential
	Application / Interview

	Experience of SIMS or equivalent school MIS software.
	Essential
	Application / Interview

	Experience of SISRA, FFT Aspire, ALPS, ClassCharts or similar education data platforms.
	Desirable
	Application / Interview

	Experience of school timetabling systems.
	Desirable
	Application / Interview

	Experience of data protection and information governance processes.
	Desirable
	Application / Interview

	Experience of using Power BI
	Desirable
	Application / Interview

	Knowledge
	
	

	Good understanding of school MIS, data management processes and the importance of accurate and reliable information.
	Essential
	Interview

	Knowledge of data management principles, data validation and quality assurance processes.
	Essential
	Interview

	Knowledge of statutory school data requirements and returns.
	Essential
	Interview

	Knowledge of public examination administration and internal academic examinations
	Essential
	Interview

	Understanding of assessment processes, pupil performance measures and the use of data to support school improvement.
	Essential
	Interview

	Understanding of confidentiality, data protection and information security requirements.
	Essential
	Interview

	Knowledge of Microsoft Office applications, particularly Excel.
	Essential
	Interview

	Understanding of school timetabling and curriculum data processes.
	Desirable
	Interview

	Understanding of system resilience, data security and business continuity arrangements.
	Desirable
	Interview

	Skills and Abilities
	
	

	Excellent analytical and problem-solving skills, with the ability to interpret complex data and identify trends and areas requiring further investigation.
	Essential
	Interview

	Ability to produce accurate reports and present complex information clearly to a range of audiences.
	Essential
	Interview

	Ability to use data analysis and reporting tools effectively to support decision-making and school improvement.
	Essential
	Interview

	High levels of accuracy and attention to detail.
	Essential
	Interview

	Strong organisational and time-management skills, with the ability to manage competing priorities and meet deadlines.
	Essential
	Interview

	Excellent ICT skills, including advanced Excel.
	Essential
	Interview

	Ability to supervise, support and guide colleagues, allocate work and monitor progress.
	Essential
	Interview

	Strong written and verbal communication skills, including the ability to explain technical information clearly.
	Essential
	Interview

	Ability to work independently, use initiative and develop effective solutions to problems.
	Essential
	Interview

	Ability to build positive working relationships with staff, senior leaders and external stakeholders.
	Essential
	Interview

	Ability to develop reporting tools, dashboards and improved data processes.
	Desirable
	Interview

	Personal Qualities
	
	

	Professional, reliable and trustworthy.
	Essential
	Interview

	Commitment to maintaining confidentiality and handling sensitive information appropriately.
	Essential
	Interview

	Proactive and solution-focused approach, with the ability to take responsibility for work.
	Essential
	Interview

	Flexible and adaptable approach, with the ability to respond positively to changing priorities.
	Essential
	Interview

	Committed to continuous improvement and professional development.
	Essential
	Interview

	Ability to work calmly and effectively under pressure.
	Essential
	Interview

	Work Circumstances
	
	

	Commitment to safeguarding and promoting the welfare of children and young people.
	Essential
	Interview

	Willingness to undertake relevant training and professional development.
	Essential
	Interview




NB. – Any candidate with a disability who meets the essential criteria will be guaranteed an interview.
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