
Featherstone High School
Job Description

Job Title: Data Officer

Grade: 8
Salary and Hours: Term Time only 37.5  hours per week. 3 weeks to be worked during the

holidays and results days as directed by the line manager plus 5
training days

Hours of Work: 8.00 am – 4.30 pm This is subject to change depending on the
school’s requirements. Breaks are required to be flexible and may
change to cover instances of staff absence and ensure sufficient
cover in the admin team. Flexibility to work late and early mornings to
support the school needs (i.e. Parents Evening and Whole School
Events)

Reports to: School Administration Manager/ Deputy Headteacher
Line
Management: School Administration Manager

Main Purpose of the Role

Lead on all aspects of data collection, analysis, evaluation, statutory compliance, accuracy
and dissemination to ensure accurate planning of teaching and learning and assessment of
pupil progress.

Duties and responsibilities

● Support the Senior Leadership Team with reviewing and analysing management
information and highly complex data.

● To liaise with the Senior Leadership Team to produce effective target setting and
projection methods for all key stages including Year 6 to 7 and 11 to 12 transitions.

● Setting up and maintaining marksheets in SIMs that collect data from internal
assessments and progress reports.

● Responsible for the production of reports, initial checks and co-ordinating the
distribution to pupils and parents following liaison with teaching staff.

● To manage and maintain 4Matrix and ALPs and be responsible for extracting data
from SIMs to 4Matrix and ALPs and making it available to staff in a timely manner.

● Coordination and accurate completion of the school census and other statistical
government returns within the timescale given by the DfE.

● Ensure all recommendations and practices in respect to data management across
the school are effective, clearly focused and reflect school, statutory and DfE
requirements/guidelines within a framework of best practice.

● Ensure the provision of key data for the Senior Leadership Team. Lead teachers and
the Teaching Staff are equipped with accurate and timely information to inform and
drive improvements in standards of performance.
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● Keeps abreast of current guidance and good practice in relation to target setting,
the effective use of data; statutory requirements.

● To work with the School Administration Manager to implement systems to ensure data
is accurate, up-to-date and compliant.

● To work with the School Administration Manager to support the development of all
current and future SIMs modules used by the Admin Department.

● To work with the Exams Officer to ensure results for BTEC, GCSE and A Level exam
results are imported.

● Comply with the requirements of GDPR and other legislation specifically relating to
personnel records.

● Assigning pupils to relevant teaching groups, ensuring all pupils have complete
timetables.

● Assist the Deputy Headteacher (Curriculum & Staffing) with timetabling:

○ In the development and production of the school timetable
○ Prepare a new academic year calendar in SIMS
○ Ensure and manage the smooth transition from one academic year to the

next with all sections of SIMS
○ Set up and maintain registration groups, allocate pupil memberships, tutors

and Year Learning Coordinators
○ Update and apply periodic and casual changes to courses, teachers and

rooms
○ Ensure the smooth transfer of data between Nova-T – assessment Manager –

Academic management – Lesson Monitor
○ Responsible for managing entry into the Academic Management in SIMS

Other Duties

● Regularly review own practice, set personal development targets and take
responsibility for own continuous professional development

● To cover the Student Service, Main and Sixth Form Reception during mornings, lunch
time and any busy periods when required

● Provide cover of duties for Reprographics, Reception and other admin roles in case of
absence when required and to support office member/colleagues as required in all
areas

● Translation as required

General Requirements

● Work towards and support the school vision and objectives as outlined in the School
Strategy Plan

● Support and contribute to the school’s responsibility for safeguarding students
● Work within the school’s health and safety policy to ensure a safe working

environment for staff, students and visitors
● Promote equality of opportunity for all students and staff, both current and

prospective
● Maintain high professional standards of attendance, punctuality, appearance,

conduct and positive, courteous relations with students, parents and colleagues
● Maintain high professional standards of attendance, punctuality, appearance,

conduct and positive, courteous relations with students, parents and colleagues
● Adhere to school policies and procedures
● Undertake other reasonable duties related to the job purpose required from time to

time
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● This job description should be seen as enabling rather than restrictive and will be
subject to regular review.

By signing this document you are agreeing to undertake all duties stated within this job
description.

Employee signature: Date:

Manager signature: Date:
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Job Description
Job Title: Data Officer

Essential Desirable

Qualifications and Experience
Educated to Degree Level or equivalent showing an element of statical
analysis

x

Minimum of three years’ experience of using data at a strategic and
operational level

x

Experience of working in the education setting in a similar role
(school/college preferable)

x

Experience of developing, managing and improving data and
reporting systems including the development of complex reports

x

Knowledge and understanding of relevant data analysis and reporting
requirements for schools

x

Experience of Management Information Systems at an administrator
level (Preferably SIMs.Net)

x

Professional Specification
Experience of  Microsoft Office x
Administration and organisation skills x
Experience of working in a confidential environment x
Ability to produce and collate reports and publication materials x

Professional Skills and Attributes
Ability to inspect and monitor reports, minutes and to take action to
remedy any problems identified

x

The ability to work constructively as part of a team, understanding
School roles and responsibilities and the post holder’s position within
these

x

The ability to carry out instructions and work with minimum supervision
and equally to work under pressure

x

Ability to communicate well in writing and face to face x
The ability to identify own training and development needs and to
cooperate with the means to address these

x

The ability to take personal responsibility, a readiness to reflect and
self-evaluate and the ability to change, improve and develop

x

The ability to multitask. x

Personal Qualities
Flexible and adaptable in terms of duties and hours. x
Attention to detail. x
Honesty and trustworthiness. x
A good record of attendance and punctuality. x
Ability to work under pressure and remain cheerful and composed. x
Common sense and the ability to work with staff, pupils and outside
contacts at all levels.

x

Clear empathy and understanding of young people’s development
and needs.

x

Emotional resilience x

Demonstrates the Commitment to:
Equal opportunities for all in the school community x
Safeguarding and promoting the welfare of young people x
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