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Job Description

	Post Title:
	Curriculum (6th Form) and Data Administrator

	Reporting to:  
	Curriculum Support Manager

	Location:  
	St.Wilfrid’s Catholic High School & Sixth Form College

	Grade:  
	G4

	Service Area:  
	Curriculum Support Team

	Overall Purpose of the Post:

To support the effective delivery of the Curriculum Support Team function

including:

· Support the administration of data and assessment processes.
· Support curriculum Teaching, Learning and Assessment.
· Provide responsive and flexible administrative support service for Sixth form, to support teaching and learning.  
· Support the cover administration in school.

· Support and maintain the schools MIS.


	Date of last review:
	December 2023


	Knowledge, skills and experience requirements for the post

	
	Essential
	Desirable

	Qualifications/ Training
	· GCSE in English and Maths grade C (4) or above
	· Relevant Level 3 or above qualification.

· MIS Assessment Training

· MIS Cover  

	Skills/Knowledge
	· Working knowledge of Microsoft Office packages to support the Curriculum Support Team function

· Knowledge and understanding of the potential of ICT as a tool to improve efficiency and communication.

· Good technical and organisational skills, with particular attention to detail.

· Ability to present data.

· Good numeracy, literacy, interpersonal and communicative skills.

· Ability to work successfully under pressure and to tight deadlines, prioritizing effectively.
· Ability to follow instructions.

· Ability to use IT and specialist equipment. 

· Ability to work on own initiative.
	· Knowledge of MIS packages 

  

	Experience
	· Experience of working in a busy and pressurised environment.

· Experience of operating/maintaining a Management Information System.

· Successful experience of dealing with a range of complex and routine office tasks.  
	· Experience of assessment and data management.

  




	Responsibilities and accountabilities
Main Duties:
Support the maintenance and development of the use of schools MIS to monitor and share all student related information, academic progress and attainment throughout the school, ensuring consistency and accurate records. 
Complete administration functions, processes and procedures relating to academic data and providing support in absence of the Curriculum Support Manager to arrange teacher absence cover.
All staff working in the Curriculum Support Team are required to work flexibly to provide cover for the priority work of absent colleagues or vacancies. Training for such cover shall be arranged via performance management in advance wherever possible. All such cover work shall be commensurate with the grade of the post holder providing the cover.

Management Information Systems (MIS) Core Duties:

· Assist in maintaining the timetable in MIS, ensuring that it reflects the actual working timetable including staff changes, rooming and movement of classes are recorded and available for use by staff in school.

· Support the generation of reports via the MIS for Senior Managers related to analysis of student and or employee data.
· Assist in administering the Option choice module systems and associated processes as directed by the Curriculum Support Manager and/or Deputy Head teacher. Support the transfer of students into years 12 and 13.

· Input student allocations into MIS activities for teachers for school activities.

Data and Assessment Core Duties:
· Assist in maintaining the schools MIS for exams and data, including the administrative processes and procedures associated with each function.

· Support the development and maintenance of systems which track student progress and attainment including attainment and NEET trackers across the whole school.
· Inputting and presenting data for key groups analysis across school.
· Support the maintenance of electronic systems to ensure all attainment data is up to date and accurate, generating lists and reports via MIS as required. 

· Assist in collating, preparing and disseminating all assessment data across all key stages. 

· Maintaining procedures to verify the accuracy of data and quality assuring school reporting systems.

· Supporting the production of relevant data reports throughout the year.

· Assisting in the implementation of the assessment calendar and the timely inputting of data to ensure statutory requirements for reporting are met.
· Assist in the gathering, collation and dissemination of assessment and attainment data to enable accurate information is available for school planning and statutory reporting purposes in line with school assessment procedures.

· Support the reporting of key information to the Head teacher, other members of the Senior Leadership Team and stakeholders including parents and students as requested.
· Support the development and maintenance of systems to provide data to inform SLT on school performance figures and other measures for individual teachers, subjects and faculties on a regular basis.

· Support the Parent evening systems for years 7 to 13, assisting the setup of on-line appointment and monitoring.
· Supporting systems for the creation of lesson seating plans 

· Input students to intervention sessions on the schools MIS, provided by the Assistant Headteacher - Sixth Form. Communicate allocations to parents.

Curriculum Teaching, Learning and Assessment Support Core Duties:

· Support the collations of work scrutinies and learning walks.

· Support the systems used to monitor home learning.
· Assist the communication of student attainment data with all stakeholders, including the monitoring of use and effectiveness of the communication systems.
Sixth Form Administration Core Duties

· Assist with the sixth form administration of admission processes and procedure, liaising with the Assistant Headteacher, Sixth Form.
· Assist in the completion of Sixth Form attendance registers accurately including amendments and informing parents of absences. Monitoring and chasing missing registers from staff.

· Generate attendance reports from the schools MIS for key staff members as necessary.

· Assist in the organisation of the Sixth Form information evening and taster sessions process and procedures, liaising with key staff members in relation to the timetable and subject booklets. 

· Assist in the organisation of KS4 interviews for transition to sixth form and associated student data.

· Provide administration support for work experience and careers staff when required.
· Assist in the organisation of sixth form trips, supporting staff with the process and planning.
· Oversee and support bursary applications in line with school policy, liaising with the Assistant Headteacher – Sixth Form.
· Provide administrative support for the Progression Module qualification by liaising with key staff members.
Carry out other duties commensurate with the grade (or below) of a post, as directed by the line manager, Senior Leaders or their representatives.
  


	Responsibilities for resources

	People:  0
	Budgets: 0  
	Physical Resources: 0


	Characteristics of the post:
Employees are encouraged to participate in training activities in order to enhance their own personal development.

· All employees of the school have a responsibility for promoting and safeguarding the welfare of children and young people. 

· Be aware of and comply with policies and procedures relating to child safeguarding, health and safety, data protection, security and confidentiality, reporting all concerns to an appropriate person.

· Contribute to and uphold the overall ethos/work/aims of the school.

· Attend relevant meetings as required.

· Treat all users of the school with courtesy and consideration. 

· Support the role of other professionals in school.
· To be flexible in approach and be available to work outside normal hours as and when required.

· Participate in training and other learning activities and performance development as required.

· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all.

The employment checks required of this post are:

· Evidence of entitlement to work in the UK

· Evidence of essential qualifications 

· Satisfactory references

· Evidence of a satisfactory safeguarding check e.g. An Enhanced CRB Disclosure

· A List 99 check

· Confirmation of medical fitness for employment
  

	Date completed:   
	December 2023











