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St Aloysius’ College

Ref No.__________								

	Job Title

	Data Manager (term time plus)

	Reporting to

	Depute Head Teacher

	Salary 

	£35,000 pro rata	




	Job Purpose

	
The Data Manager is responsible for the overall consistency, accuracy, integrity and security of data within the College. This includes the maintenance of the database, school report facilities, integration with third party systems, and end user support. The post holder will be an integral part of the College's central administrative team, providing support to all academic and non-academic departments. The post holder will ensure timely, accurate, and high-quality information is available to support all departments, parents and pupils enhancing efficiency and productivity across the College and continuing to improve communication between the school and parents.





	Main Duties and Responsibilities

	Academic and Departmental Support:
· Examination registration, invoicing and analysis.
· Support in the preparation of pupil, departmental and subject reports.
· Password management support for parents and students accessing third party systems online (e.g. pupil reports).
· Year End, transition and Year Begin processes to include creation of new student and staff timetable.
· Managing the academic calendar.
· Manging staff cover, including the allocation of cover on a daily basis, advance planning for trips and events and maintaining links with supply teachers.


	Database and Systems Management:
· Under the oversight of the Depute Head Teacher, manage and develop systems for the recording, analysing and reporting of pupil data, particularly in relation to internal and external assessment.
· Maintain and update College databases, ensuring accurate and timely input of data.
· Manage pupil admissions and actively ensure that new pupils on roll are added to the relevant databases in a timely manner
· Support school staff with the setup, introduction of any new database systems and supporting communication packages including a new CRM system 
· Provide guidance and support to the Leadership Team to assist in the accuracy and publication of attendance, progress and behaviour data
· Support with the integration of the school MIS with other software packages, for example MSP, Schoology, SOCS and other software 
· Produce informative reports and provide training to colleagues as required
· Production of examination and baseline test data analysis as required by the  Depute Head Teacher
· Supporting the Depute Head in the creation of timetables, rooming, cover, assessment arrangements and staff bulletins for both internal and external exams.
· Liaising with the chief invigilator over external exams.
· Leading on analysis of external exam results when they are issued in August, including reports for the leadership team and departmental analysis.
· Managing the assessment, tracking and reporting processes across the school
· Keep abreast of the latest developments in national data reporting, pupil assessment and academic systems
· Responding to staff requests for data reports that can be extracted from MIS
· Supporting with the production of student and staff timetables
· Undertaking the work required for routine, regular and periodic processing eg Census returns
· Assisting the Data Compliance Lead in dealing with Subject Access Requests
· Developing ad hoc system reports as required
· Leading the development and integration of new platforms and ICT systems alongside the IT department
· Developing and maintaining pupil and parent portals so that they best serve the needs of the respective stakeholders
· Assisting with the running of MIS training sessions and to advise non-teaching and teaching staff on the use of the MIS
· Proactively producing and disseminating user guides for the MIS and to publicise features as they are developed
· Participating in and attending meetings and training as appropriate including INSET days
· Manage spreadsheets and generate reports as required, ensuring data integrity across all records.

	Other Responsibilities:
· Offer on-site assistance during events, which may occasionally be outside of regular working hours.
· Perform any other duties related to the College’s operations as reasonably assigned by the Leadership Team.
· Proactively contribute to a positive, collaborative working environment that aligns with the College's values and goals.
· Provide cover on a rota basis during holidays, lunchtimes or other absences for public areas and other administrative duties.
· Keeping up-to-date with the latest relevant technological updates.
· Taking an active role in professional development.
· To appreciate and support the role of other professionals.
· To attend and participate in relevant meetings as required.
· To participate in training and other learning activities and performance development as required.
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	Candidate Profile

	
This section should include the basic requirements the post holder should have to be able to carry out the role to an acceptable level of performance.  You can also add desirable requirements.




	Qualifications

	
Essential
Educated to HNC/D level or equivalent experience.

Desirable 
Degree in a relevant field (IT/Business Administration) is preferred.





	Experience

	Essential
Previous experience in a data handling role, preferably within an educational or public sector environment.
Experience in managing multiple calendars, email inboxes, and schedules.
Experience in dealing with enquiries and providing customer service in a professional setting.
Experience with handling and managing data, including data entry and report generation.
Desirable
Experience working in a school, or other educational environment.
Experience in liaising with external bodies such as examination boards. 




	Knowledge

	Essential
Strong understanding of general office practices, procedures, and systems.
Knowledge of data management principles, data governance and data quality operations
Desirable
Knowledge of educational administration and familiarity with school or college operations.
Understanding of data protection regulations and the handling of sensitive information.
Awareness of safeguarding protocols within an educational setting (preferred).





	Skills/Abilities/Competencies

	Prioritisation, organisation and time management skills.
Excellent written and verbal communication skills, with the ability to interact effectively with a wide range of stakeholders, including staff, parents, students, and external organisations.
Strong organisational skills, with the ability to multitask and manage competing priorities in a fast-paced environment.
Proficiency in Microsoft Office Suite (especially Excel), office management software, databases, and basic IT troubleshooting. Able to summarise and condense large amounts of data into easy to understand summary reports, graphics and dashboards 
High attention to detail with the ability to produce accurate documentation and data entry.
Strong problem-solving skills and the ability to handle unexpected situations with a calm, solutions-oriented approach.
Ability to maintain confidentiality and handle sensitive information with discretion.
Capability to work independently and as part of a team, demonstrating initiative and flexibility.
A proactive approach to delivering high-quality service to both internal and external stakeholders.
Ability to respond positively to changing priorities and shifting demands, including out-of-hours work when necessary.
Consistently produces accurate and high-quality work, with an eye for detail in all tasks.
Willingness to collaborate with colleagues across departments and contribute to a positive team dynamic.
Ability to work efficiently under pressure, managing time-sensitive tasks while maintaining composure.


	Other
The post holder must have satisfactory Enhanced Disclosure Scotland clearance.
Although the position is primarily term time, there will be a requirement to work some days outwith term
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