Job Description:
SIMS Data Manager 

Work Directed By:



Assistant Headteacher

Performance Reviewer/Team Leader:
Headteacher’s P.A. 

Purpose of the Post:
To manage the School Information Management System (SIMS).  In addition, to be responsible for the administration around timetabling issues
Pay Range:


Scale 8 

Time Allocation:

35 hours per week




8.00 am – 3.30 pm

Main Duties and Responsibilities:

· To maintain the school management system (SIMS), providing the lead for the management and co-ordination of efficient procedures relating to school assessment data systems, maintaining accuracy, integrity and confidentiality. 

· To work with the Assistant Headteacher on the preparation and updating of the school timetable and Options module 

· To be responsible for the maintenance of accurate lists of teaching groups and sets on the school database

· To liaise and work with the relevant members of staff, with responsibility for individual SIMS programmes e.g. Exams Officer re invigilation requirements, Data Administrator and Headteacher’s P.A. re staff absence records

· To liaise with Capita, SBS, Pro 16 plus, ALPS, 4matrix, Tasc software and communicate with colleagues re new updates, problem solving etc.

· To produce the School Census and Post-16 return and maintain this data throughout the year, in addition produce any other statistical returns that may be required of the school

· To manage the reporting of progress to parents, including the setting up of the reporting system in SIMS and the production of the reports

· To understand and be able to access and use a range of data sources such as DFE data, FFT-Aspire, Alps and 4Matrix to analyse and support student progress and enhance target setting.

· Maintain the integrity of SIMS; ensuring it is fit for purpose and working at an optimum level for all users throughout the school year and ensuring the continuity between the school timetable systems, exams systems and SIMS

· To offer support and training for teachers and support staff as required.

Other duties:

· Train & Support staff on the use of SIMS/Talaxy
· Respond to and provide reports which are requested by outside agencies

· Review, advise and promote new technology and initiatives, within SIMS, in the school.

· To work with the school’s Compliance Manager to ensure that the school meets all the requirements of the GDPR regulations.

· Provide documentation and information concerning the curriculum to Governors, staff, parents and pupils

· To undertake the duties of Team Leader for

· Cover 

· Attendance

· Pupil Support
· First line support of Talaxy/Cura – Parents Evening set-up

· Work with MGS and ALE for starters/leavers/joiners 

General:

· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager

· To comply with individual responsibilities, in accordance with the role, for health and safety in the workplace

· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy

· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade

