

Data Systems and Analysis Manager
Local task list to be read in conjunction with role profile no. 2128, Senior Administrative Officer
The role holder will:
· Take an active role in organisation-wide core management activities, eg; introduction of new data systems
· Act as liaison with Year Leaders on data analysis, timetable, class changes etc. 
· Act as the school's adviser on all data systems and data analysis 
· Support senior leaders as and when required.
· In some cases, have some operational responsibility for classroom colleagues in terms of SIMS and SISRA — for instance, checking when reports are completed on time
· Ensure appropriate resources and training are available for leaders in terms of data analysis
· Develop and maintain resources, information and data bases on the knowledge of key groups of pupils. 
· Support Year Leaders and Faculty Leaders with tracking and use of data systems
· Support Senior Leadership Team, Faculty, Year and Subject Leaders with data 
· Deliver training specific to data systems and timetable matters
· Ensure best value in terms of SISRA and/or other data analysis, systems and software 
· Underpin processes to support reporting and publication 
· Support introduction of new systems and liaise with providers 
· Collect data and input it with accuracy
Main Contacts: 
· Deputy Headteacher (daily to discuss work priorities) 
· All colleagues (daily to discuss work priorities and raising queries and seeking guidance on completion of forms, class lists and registration, day to day operational issues)
· Governors — involvement with Curriculum Governors
· Liaison with programme suppliers, eg; SISRA, SIMS
 Role requirements for operational effectiveness:
· Experience of successfully managing staff, leading and developing administrative and financial functions supporting a variety of audiences at a senior level
· Demonstrates experience beyond first degree level in business administration and data management
· Most direction from the Deputy Headteacher but expected to be proactive and use initiative
· Environment is largely regulated but may act flexibly and creatively to reflect the needs of the school, some delegated responsibilities given with the authority to act on these
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