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Job Description
Data and Administration Officer
September 2020
Line Managed by the Office Manager/Headteacher’s PA
Core Purpose
      To provide timely data to stakeholders and administrative support to the school office.
Main Responsibilities
· Support with termly school census
· Updating student timetables lesson changes and interventions
· Updating student and parent details on SIMS
· Weekly Data Explorer data download
· New Mid-Year Students - creation of timetables, IT passwords, CTF and UPN information from old school and new system information to new parents
· Student Leavers – removal from role and completing statutory paperwork for the LA and sending CTF to new school if required
· Reports – compilation, checking, publishing, parent advisement and distribution 
· Creation of packs for Options Evening (Year 9 into 10) data entry & confirmation distribution to parents
· Assisting with the Year 8 into 9 options procedure
· Assisting with the Year 11 into Sixth form options procedure
· Assisting with the input of new admission applications on SIMS 
· Clear down Go4Schools at end of academic year 
· Assist with administration of results days in the summer holidays (4 days) 
· Chase parents to ensure they are registered onto the SIMS parent app
· Assist in preparation for Option Evenings and Parent Consultation events
· Cover Reception and general hospitality as and when required
· Checking incoming office stationery deliveries and unpacking 
· To provide administrative and secretarial support to the Main School Office under the direction of the Office Manager

Other Responsibilities
· To promote equality and inclusivity 
· To communicate and co-operate with persons or bodies outside the Trust where applicable
· To contribute to the strategic objectives of the Trust
· To be a positive contribution to the sustained development of the Trust through improvement of outcomes for pupils and the wider community
· To participate in appraisal according to the Trust procedures
· To commit to continuous professional development
· To comply with the Trust Health and Safety Policy
· To be flexible and be able to accept the inevitability of change
· To participate in meetings arranged for any of the purposes described above
· Play a full part in the life of The John Warner School community, to support its distinctive mission and ethos and to encourage staff and students to follow this example
· Uphold and promote the school’s values
· Promote actively the school’s corporate policies 

Whilst this job description is current, and every effort has been made to explain the main duties and responsibilities of the post, each individual task may not have been identified. Employees will be expected to comply, following consultation, with any reasonable request from the Headteacher to carry out tasks and duties that are of a similar level, but not specified in the job description.
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