TANBRIDGE HOUSE SCHOOL
JOB DESCRIPTION

DATA ADMIN ASSISTANT

Salary:		West Sussex Scale 4; points 5-6
Hours:           25-30 hours per week, term time only, daily hours to be negotiated 


PURPOSE
Working in close liaison with the Data Manager, this post holder will assist with the updating of Bromcom programs and help maintain the school’s databases.  They will also assist with the production of school reports, performance reviews and provision of data for staff.


RESPONSIBILITIES – assisting the Data Manager to:

1. Update and manage the school’s databases.

2. Provide support and training for all staff to enable them to realise the benefits of the system and allow them to use the system efficiently. Produce class lists and reports as required including First Aid and dietary information for school trips. 

3. Update Bromcom with the new Year 7 admissions each year, ensuring accuracy of all records and liaising with Leader of Year/ Assistant Leader of Year as required. 

4. Ensure student records are updated promptly and maintaining accurate records of all changes that are made. Produce half termly reports to ensure emergency information is available as a backup.

5. Organise the input and production of Full Reports, Performance Reviews and Key Assessment data.  Liaise with teachers, print and distribute results to Leaders of Subject, staff and issue personalised student reports.  

6. Obtain and maintain a working knowledge of Attendance, deputising when necessary.

7. Organise the production of individual timetables for students at key times during the year and as necessary. 

8. Assist with the start & end of year Bromcom set up, including Assessment Module changes.

9. Organise the production of student references.

10. Undertake exam invigilation on an occasional basis if required.

11. Carry out other duties as may be requested from time to time.
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