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MIS & Data Officer


                                    
Grade:	  7
Hours:	  37 hours per week, 40 weeks per year 

The post holder will be responsible to the Headteacher and Business Manager, under the day-to-day management and leadership of the Head of Data and Assessment. 

Purpose of Job
As part of the Professional Services Team, the post holder will take ownership of the school’s Management Information System (MIS) and data analysis processes. The post holder will work collaboratively with senior and middle leaders to ensure the school’s database is accurate, efficient, and utilised to its full potential.

Crucially, this role transforms raw data into clear, actionable information that allows teachers to support students more effectively, and middle leaders to direct interventions that improve students' future life chances. The post holder will ensure that the flow of information from the classroom to the database, and from the school to parents, is seamless, timely, and impactful.

Main Duties and Responsibilities

1. Strategic Leadership & System Evolution
· Future-Proofing the School: Collaborate with the Head of Data and Assessment to lead a strategic review of the current MIS landscape; researching, evaluating, and potentially steering the transition to a new system if it serves the best interests of the students and enhances the school's educational provision.
· Data Culture: Lead, promote, and drive a positive data culture across the school, ensuring that data is seen as a tool for support and improvement rather than just compliance.
· Process Optimisation: Research and implement new reporting tools or system integrations that improve efficiency, reducing administrative burdens on teaching staff so they can focus on the classroom.
· Compliance: Ensure full compliance with GDPR, data protection, and statutory reporting requirements, advising staff on best practices.

2. Technical Management & Operations
· System Ownership: Hold overall responsibility for the maintenance and integrity of the school’s MIS (currently SIMS). This involves expert handling of:
· Assessment Manager (setup, templates, and marksheets)
· Course Manager, Profiles, and Options
· Day-to-day data management: Including the accurate maintenance of class lists, processing set changes, managing student timetables, and Admissions/Attendance data.
· Reporting to Parents: Collaborate with the Head of Data and Assessment to deliver the student progress reporting cycle. While the Head of Data manages the schedule and staff deadlines, the post holder will take ownership of the technical execution: setting up data collection templates, performing data validity checks, and overseeing the final production and dissemination of reports to parents/carers.



· Intervention Administration: Manage the administrative coordination of Homework Support Interventions to ensure seamless operation; including the precise maintenance of registers based on parental opt-outs, the distribution of daily staff communications, and facilitating flexible student scheduling adjustments.
· Integration: Work closely with the ICT Manager to ensure the seamless integration of the MIS with third-party educational software.

3. Data Analysis & Insight
· Automation & Efficiency: Drive the modernisation of reporting workflows by developing automated solutions (e.g., utilising Excel Power Query) to replace manual data processing. Training and time for development will be provided to facilitate this transition.
· Impact Analysis: Go beyond simple data entry by analysing trends using tools such as SISRA, FFT, and Excel. The post holder will assist the Head of Data and Assessment to present clear summary findings to the Senior Leadership Team and Governors that highlight successes and identify areas where students require further support.
· Accessible Intelligence: Produce clear, concise, and visually accessible data reports for non-specialist audiences, ensuring that complex data tells a clear story about student performance.
· Targeted Support: Work with Middle and Senior Leaders to devise data solutions that track specific cohorts, helping the school to close the achievement gap for disadvantaged students.

4. Staff Support & Training
· Operational Capacity: Increase team capacity by delegating appropriate routine data tasks to IT Technicians. The post holder will provide the necessary guidance, training, and quality assurance to ensure they are successful in supporting the data function.
· Empowerment: Audit, design, and deliver a high-quality training programme (group and one-to-one) that upskills staff, ensuring they are confident in using data systems.
· Customer Service: Provide strong, proactive support to all school staff, troubleshooting MIS issues and helping non-teaching staff use data systems to improve their own productivity.

General Expectations
· Undertake training and development relevant to the post and in line with the school’s developing profile.
· Participate in skills transfer as part of the ongoing development of a flexible, high-performing team.
· Undertake specific projects or other temporary duties consistent with the basic objectives of the post as required.
· Undertake training to achieve a Level 3 Award in First Aid at Work, in support of the wider school.
· Assist with daily management of the Patrol Call / Mediation process.
· Perform any other duties necessary to aid the growth and development of the post.








The post holder will be subject to performance objectives agreed annually with the relevant body and these objectives will be reviewed annually. 

The post holder is expected to support the school's aims, familiarise themselves with school policies and procedures and to reinforce these with all members of the community where required. 


This school is committed to safeguarding and protecting the welfare of children and young people and expects all staff and volunteers to share this commitment.  All posts are subject to an enhanced DBS check.
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