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	Job Description
Data Officer

	Employer
	Southern Education Trust
	Grade
	Grade E, SP7 - SP11



	Key Purpose

	To be responsible for the provision of efficient and accurate administrative support within the school in relation to data management.
To ensure compliance with the school administrative and reporting requirements, including undertaking manual and computer data entry/extraction and other administrative duties. 
Work alongside the Headteacher to ensure the school has appropriate systems, processes and controls in place to maintain and manage all aspects of pupil data.

	Key Responsibilities

	· To collect, collate and input all data throughout the school including student data, assessment and examination performance.
· To become an MIS administrator and maintain the pupil MIS system, tracking systems and other school databases including the recording and editing of data in:
· Pupil records including consents
· Attendance
· Assessment 
· School Census
· Medical Tracker
· Insight
· TimeTabler
· Online student learning packages
· Class Charts
· Parents Evening software
· Meal pre-ordering and collection.
· To conduct necessary analysis of data and compilation of reports for staff and senior management of the School/Governors/Trust as required.
· Coordinate login details for pupils and staff for online learning packages and other online tools.
· Support the production of student reports liaising with Senior Leadership Team (SLT).
· Ensure that all internal and external data is available for the Headteacher and SLT use and arrange effective dissemination to the leadership team.
· Assist with the input and development of the academic timetable, making updates throughout the year.
· Lead with KS2 SATS administration tasks, liaise with SLT, Head of Year 6. Support SATS week, receive results and share with parents/carers.
· New year and end of year processes, including admissions, the collation of class lists for following year, allocation of pupils to classes, create and design rotation groups, and allocation of houses.
· To maintain a schedule of tasks that need to be carried out daily, weekly, monthly, annually or at set points.
· Design processes and original documentation/forms to support Headteacher, Senior Leaders and Line Manager.
· Any other reasonable tasks as are required from time to time at the discretion of the SLT and Line Manager.
· Promoting and safeguarding the welfare of children and young people in accordance with the school’s safeguarding and child protection policy.





	Admin Support

	· Cover the reception office and admin colleagues, including school entry system; telephone calls; receiving visitors; office emails, mobile telephone collection and delivery, queries from pupils, staff, parents, governors and the public.
· Support the office staff with:
· Annual admissions procedures and in-year transfers
· Class lists and intervention groups
· Subject Access Requests
· Support with school census and other reports.



	Knowledge and Skills

	· The postholder must be numerate, computer literate with relevant data administration experience.
· To be able to work accurately, under own initiative for shorts periods of time and to work in an organised and flexible manner.
· Competent knowledge of MIS systems and databases and Excel.



	Supervision and Management

	· The postholder will often be required to work without direct supervision.
· Supervision and guidance will be present where necessary.



	Problem Solving and Creativity

	· To deal with changing and conflicting work deadlines under the direction of the Line Manager and SLT.
· Analysis and interpretation of data.
· Be responsible for own career development and undertake training as appropriate for the further development of the post.



	Key Contacts and Relationships

	· Close contact with all levels of staff within the school and external bodies in the use and analysis of data.
· Responsibility for providing advice to school staff on data issues. 
· Working to deadlines and prioritisation of workload.
· Under the direction of the Line Manager and SLT, to ensure the appropriate and adequate backup and security of computerised data records.



	Resources

	· Responsibility for the safe and secure management of school data and the reporting of that data to appropriate agencies as required. Confidentiality and security of information is an important aspect of this post.
· General office equipment including computers, photocopier, telephone etc.



Any other duties commensurate with the role of Data Officer that may be required from time to time. Data Officers are accountable to the Trust Board and Headteacher for the standards achieved and the conduct, management and administration of the school, subject to any policies that the DfE and the Trust shall make. 

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the postholder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the postholder’s professional responsibilities and duties. 

Southern Education Trust reserves the right to deploy staff to support the needs of our pupils throughout any of our Trust schools, as and when required. 
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Person Specification
Data Officer




	Education/Qualifications
	Desirable
	Essential

	At least 5 GCSE’s (or equivalent) at Grade C or above, including Maths and English
	
	X

	Evidence of appropriate training
	
	X

	Further relevant qualifications
	X
	

	Skills, Knowledge and Aptitudes
	Desirable
	Essential

	Good organisational skills, including the ability to organise a workload which will have conflicting internal demands and externally set deadlines
	
	X

	Excellent communication skills, both written and oral
	
	X

	Demonstrate excellent ICT skills, including Microsoft Excel, Outlook and Word
	
	X

	Ability to work calmly, methodically and with meticulous accuracy when under pressure and to tight deadlines within a busy working environment
	
	X

	Understanding the need for confidentiality and discretion 
	
	X

	Ability to adhere to policies including child protection, health and safety, data protection and equal opportunities 
	
	X

	Good working knowledge of national expectations regarding the constant changes within assessment
	X
	

	Ability to create, lead and develop systems to ensure best practice to report whole school data effectively
	X
	

	Personal and Interpersonal Skills
	Desirable
	Essential

	Integrity, tact and diplomacy
	
	X

	Approachable and calm under pressure
	
	X

	Willingness to participate in training and development opportunities
	
	X

	Good time keeping and reliability
	
	X

	Positivity and enthusiasm
	
	X

	Appreciation of the needs of the school and flexibility to support this
	
	X

	Supportive of colleagues
	
	X

	Willingness to participate in wider school life
	
	X

	[bookmark: _Hlk214305014]Experience
	Desirable
	Essential

	Recent proven experience of operating MIS systems
	
	X

	Experience of undertaking a range of clerical and administrative duties
	
	X

	Extensive working knowledge of databases, spreadsheets and relevant software
	
	X

	Experience of school timetable packages
	X
	

	Experience of managing pupil data
	X
	

	Experience of producing pupil interim and written reports
	X
	

	Acts with integrity, fairness and in an ethical manner
	
	X

	Ability to form relationships at all levels, with all stakeholders
	
	X

	Safeguarding and Special Requirements
	Desirable
	Essential

	Southern Education Trust is committed to safeguarding and promoting the welfare of children and you people and requires all staff and volunteers to share and demonstrate this commitment. 
	
	X

	The successful applicant will be required to meet all elements of Safer Recruitment and will be the subject of pre-employment checks including an Enhanced DBS Check, including Child Barring List, a medical questionnaire and satisfactory references.
	
	X

	It is a prerequisite that you familiarise yourself with the safeguarding policy and safer working practices policy and procedures of the school and follow them.
	
	X

	Southern Education Trust expects all employees and volunteers to be committed to the Trust’s Policies and ethos.
	
	X
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