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JOB DESCRIPTION



Jon Title:	Data Analysis & Information Manager
Postholder:	
Scale:		Grade 5 Pt 12 - £24,608 (FTE £28,598) 
Hours:	37 per week - Term Time only plus five days (one training day plus day before and day of ‘A’ Level results & GCSE results in August)


Job Purpose

Working with the Senior Leadership Team, the successful candidate will lead in providing high quality data information on student progress. They will also be responsible for developing and managing the school’s Management Information System and associated systems.


Job Description

Data Analysis & Information Manager

· To be responsible for managing / maintaining and developing the schools MIS, ensuring it continuously reflects the whole school needs. Proposing future developmental needs to the Senior Leadership Team and project manage them as necessary.

• 	Investigate and explore different methods of working to include the development, introduction and utilisation of new technology applications, making recommendations as appropriate.

• 	Work closely with the school’s ICT Manager and other key staff to ensure smooth implementation of such changes.

• 	By working with the Curriculum Timetabler, Examinations Officer and Curriculum Progress Leaders, ensure the MIS Course Manager module accurately produces information required for the school census and examination entries. 

· Ensure confidentiality of all school records are in line with the latest requirement of the Data Protection & Freedom of Information Acts.

· Manage system permissions, issuing passwords and ensuring all staff have correct access rights to the information management system.

· To co-ordinate data returns and school census data.

· To link in with other agencies eg Welsh Government, Local Authority, GwE, ALPS, SMID and other systems.

· Ensure the speedy resolution to reporting problems or data analysis queries during Welsh Government and Local Authority data returns, and data requests from other agencies.

· To manage and maintain a system for collecting progress data for all students during each school cycle and examination series. Supporting Curriculum Progress Leaders to ensure that Cycle data is completed by calendared deadlines.

· Responsible for production and sharing of termly interim reports using Cycle data.

· Responsible for production and sharing of yearly full written reports.

· Responsible for maintaining up to date class allocations within the MIS.


Systems/Data Management

· Manage the provision and use of data systems, co-ordinating all aspects of data entry so that school is equipped with accurate and timely information to drive improvements in standards of performance.

• 	Using data, review and analyse key trends and priorities to provide comprehensive reports/analysis to the Headteacher & SLT, Governors, key stake holders and staff to facilitate the raising of standards and attainment.

· Develop, monitor and maintain the school reporting system and procedures.


Staff Development and Training

· To train all staff as required, to work with relevant school ICT systems and data bases, writing training documentation and guidance as necessary.

· Support staff in developing data handling skills that translate analysis into impact in the classroom on educational achievement and progress.


Other duties

· Undertake special additional projects, as directed.

· Establish working relationships and networks with colleagues undertaking similar roles within the Conwy LA.






Special Requirements

Ysgol Bryn Elian is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

All posts within the school are exempted under the Rehabilitation of Offenders Act 1974 and, as such, appointments to these posts will be conditional upon the receipt of a satisfactory response to a check of police records via The Criminal Records Bureau.




Signature: ………………………………………………………………      Date: ………………………………………………………
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