Generic Job Description

Data Officer (Primary) (JE No.: 3063)


	Job title: 

	Data Officer 
	
	Ealing GLPC Grade:
	Scale 6

	
	(Primary School)
	
	
	

	School:
	
	
	Post No:
	

	Line manager:
	

	Supervisory responsibility:
	The Headteacher 

	Hours:
	None


Main purposes of the job

· Management of pupil data - including assessment information and some aspects of pupils’ personal data.

· Produce clear, concise, accurate information to support senior leaders in raising standards of performance in school.

· To provide efficient operational support to the headteacher.

· To support the work of other leaders in the school as directed by the headteacher.

· To ensure that information in the school’s publications are kept up to date.

· To be responsible for promoting and safeguarding the welfare of children and young people within the school.
Main responsibilities and tasks

New students

1. Ensure achievement data for new students is recorded.

2. Check for missing achievement and attainment data and fill gaps by contacting other schools or agencies.

3. Distribute this data in a format suitable for senior leadership team and individual teachers.

Pupil data

4. To enter termly pupil assessment results, pupil tracking data and complete question level analysis in order to prepare reports for senior staff.

5. Complete all pupil returns and send electronically to the Department for Children, Schools and Families and the Local Authority as required.

6. Advise the senior leadership team in relation to deadlines for national/local authority data requirements e.g. PLASC.

7. Ensure that all teaching staff meet deadlines to ensure statutory requirements for reporting are met.

8. Develop and maintain systems for monitoring and tracking of student progress.

9. Arrange provision, analysis and evaluation of data and detailed reports/information as required.

10. Produce individual pupil targets against national data and reports/assessments as required.

11. Produce summaries and analysis of data for leadership team and teachers as directed.

12. Display data information in a clear, concise, easily understandable way as required for a range of audiences.

Tracking and Analysis

13. Collect assessment data from teachers and enter it accurately and quickly onto Excel or other appropriate computer programs and prepare reports for senior staff to analyse.

14. Under the direction of the SENCO/lead on inclusion input data to enable the effective monitoring of pupils on the special educational needs, English as additional language registers and other vulnerable groups. 

15. Produce reports that identify groups needing interventions and explore links with attendance.

16. Use data to identify pupils for gifted and talented register as directed by the appropriate senior leader.

17. Use data to search for trends.

Administration

18. Support the work of the headteacher including answering correspondence, producing various types of documents, arranging meetings and agendas and circulating information to appropriate persons.

19. Design, create, develop and maintain a range of documents, information leaflets, packs and letters.

20. Be responsible for the submission of relevant information to the senior leadership team, the Governing Body and outside agencies e.g. Department of Children, Schools and Families and the Local Authority.

21. Provide administrative and organisational support to the deputy headteacher and assistant headteacher including organising the special educational needs paperwork and files.

22. Update and maintain the school website.

23. Creation and production of reports, labels, lists, statistics, requested by staff

24. Making group changes and producing class lists 

Responsibilities

25. To adhere to all relevant school policies, procedures and systems.

26. To contribute to the overall ethos and aims of the school.

27. Establish constructive relationships and communicate with other agencies/professionals.

28. Participate in training opportunities and professional development as required.

29. To ensure all duties are completed within required time frames, accurately and in a professional manner.

30. To be responsible for promoting and safeguarding the welfare of children and young people within the school.

31. Undertake similar duties commensurate with the level of the post as required.
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