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Job description

Post Title:  Part Time Data Manager Elizabeth Garrett Anderson School

Scale:  PO2

Accountable to: SLT 

SPECIFIC RESPONSIBILITIES: 

1. Supporting the Schools’ overall development
· To oversee, maintain and develop the School’s use of Arbor and the data across the school to record, monitor, analyse, evaluate and improve student progress and outcomes. 

· To use analyses tools such as Excel to support school staff in making effective interventions and improving student progress and outcomes. 

· To keep school leaders and staff up to date with current local and national data and assessment expectations.

· To ensure external tests and exams are administered and conducted to expected standards. This includes GCSE exams, CATS and reading tests.

· To download, analyse and communicate key information to senior and middle leaders on external data such as FFT aspire and the Islington SMIF.

· To brief school leaders on assessment and data expectations from DfE and other external sources.

· To keep School data that is shared with external audiences up to date and accurate this includes: Results on the website and in prospectuses and School self-evaluation documents.

· To produce and develop clear, concise, accurate information reports for subject  leaders, pastoral leads, SLT and Governors to show the attainment and progress of current learners; outcomes for current and past students; and patterns over time and in order to inform development and interventions in schools.

· To produce summaries of results, headline figures and detailed analysis of external exam results each August for school leaders, subject leaders and governors.

· To produce reports for parents/carers 

· Taking responsibility for own continuing professional development, including attendance at in-service training, to develop job performance and for personal development. 

· To be responsible for exam and eternal assessment (coursework) related policies

· To oversee the production of clear guidelines about data collection for staff

· To ensure that data returns are accurate and submitted on time 

· To plan, manage and complete any actions arising from external exam boards and all other external agencies. 

2. Leading the development of this area within the School: 

· To ensure there is accurate assessment and reporting data within Arbor database.

· To maintain the Arbor database, if necessary archiving and streamlining existing grade sets. 

· To provide and further develop student performance data for analysis, 

· To manage, create and further develop grade sets, mark sheets and report templates within Arbor for the collection and distribution of data. 

· To check interim and summative reports as required by the reporting cycle for the Senior Leadership Team. 

· To produce   reports by manipulation and analysis of data, ensuring all data is accurately and appropriately maintained in a consistent manner at all times;

· In liaison with IT staff to be responsible for the timing of Arbor upgrades to ensure data remains current and valid. 

· To coordinate follow up meetings in school after results / data collections  

· To further develop an understanding and working knowledge of ARBOR and all other data management systems and FFT for all staff across the schools. 

· To work with senior leaders to plan and deliver data training to staff across the school

· To informally support staff to develop their Arbor and data skills.

· To Investigate and report on other factors that may influence student progress and outcomes (E.g. attendance, engagement in out of hours activities, use of online learning resources)

· To design and maintain assessment templates and ensure that staff complete their data input in accordance with the School’s assessment cycle; 

· To work with SLT and other staff to ensure the School’s strategy for monitoring achievement is effectively and efficiently managed 

· To be the first point of contact for ARBOR queries, working alongside the ICT Support Team to resolve issues 

· To undertake quality assurance to ensure the integrity of data held 

· To work within the framework of the Freedom of Information Act and Data Protection Act, and responsibility of advising staff to ensure whole school compliance in GDPR regulations 

· To comply with the School’s Health and safety policies and undertaking risk assessments as appropriate 

· To implement the School’s Performance Management / Appraisal Policy.

· To work within the Code of Conduct of in School.

3. Safeguarding children and young people 

Elizabeth Garrett Anderson School is committed to safeguarding and promoting the welfare of children and young people. The data manager is expected:

· To work within School safeguarding and chid protection procedures and policies

· To ensure data is shared in line with data protection legislation

· To inform / train staff about data security expectations.

We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check.

Review of Job Descriptions 
Job descriptions will be reviewed annually by the governors and may be changed after appropriate consultation. 

Appraisal 
Appraisal, which will be undertaken by the post-holder’s line manager, will be based on reviewing performance against the job description. 

Terms and conditions of employment: Note: 
	This job description sets out the main duties of the post at the time when it was prepared. Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed. Such variations are a common occurrence and cannot necessarily justify a regrading of the post. 

 


___________________________________________________________
Person Specification

E = Essential
 D = desirable 

Education and Experience
1. To be educated to a high standard or hold a relevant professional qualification IT (E)
2. Experience in Education (D)
3. Experience of managing the work of others (E)
4. Knowledge of appropriate MIS (D)
Knowledge, Skills and Abilities
1. Ability to build and maintain effective working relationships with leaders, managers and  key stakeholders to achieve organisational goals (E)
2. Ability to confidently advise leaders, managers and key stakeholders based on own professional expertise (E)
3. Ability to work collaboratively with others to achieve shared objectives. (E)
4. A proactive and adaptable approach (E)
5. Ability to demonstrate excellent IT skills (E)
6. To have knowledge of Arbor or similar MIS package (D)
7. To be able to demonstrate proficient ICT skills including Excel (to be tested at interview) (E)
8. To have excellent communication skills, both written and verbal (E)
9. To be well organised and have good interpersonal skills (E)
10. To be reliable, honest, trustworthy, discrete and capable of handling confidential information and maintaining confidentiality (E)
11. To be able to work as part of a team or independently (E)
12. To be hard working and emotionally resilient, able to work under pressure, able to prioritise and flexible working to deadlines (E)
13. To be able to understand and be committed to equal opportunities for all members of the  school community (E)
14. To have a willingness to participate in further training and CPD (E)
Elizabeth Garrett Anderson School is committed to safeguarding and promoting the welfare of children and young people, and expect all staff and volunteers to share this commitment. This position is subject to enhanced Disclosure and Barring Service clearance.
