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Life Skills Manor School 

Job Description
Title:


MIS Data Administrator
Responsible to:
Deputy Head – Data & Assessment  
Contract:

Permanent Term Time Only, 8:30am – 4pm (37.5 Hours per Week)
Salary:
Kent Range 5 to 6 (£22,595 - £25,262) Dependent on Experience  

PURPOSE OF JOB

The MIS Data Admin is responsible for making sure that all learner paperwork meets expected standards from our awarding bodies. They will complete all the checks on learner course paperwork and examinations making sure it is compliant with examination bodies. The MIS Data Administrator also assists in the day-to-day operations of the leadership team, pulling data and reports when necessary and attending important meetings such as the weekly operational meeting.
Main Duties: 
· Lead on the development and operation of Management Information System (MIS), to ensure that comprehensive data and information is available to the Senior Leadership; thereby ensuring effective and efficient management of Life Skills Manor.

· Support the Quality Assurance (QA) internal procedures by providing data etc. and organising the production of paperwork.

· Liaise with IT support and external organisations on the development of existing and new MIS modules and implement regular upgrades in the software to maintain its functionality and effectiveness.

· Maintain students’ records as required.

· Completing a range of administrative and clerical tasks such as minutes at meetings.

Essentials 
· Have experience in using Management Information Systems within Schools. 

· Have experience in supporting schools in the effective use of data and information.

· Have an organised, methodical, and flexible approach to working. 

· Be reliable. 

· Be able to work under pressure and respond rapidly to the changing demands at the various times of the academic year. 

· Be a great communicator with excellent interpersonal skills. 

· Can plan and prioritise your workload effectively. 

· Be willing to learn new systems and adapt to new technology.

· Can competently use ICT systems, in particular Microsoft Office (Excel, Word, PowerPoint).
· Carry out any other reasonable duty as directed by Headteacher. 

· Have experience in examination administration. 

· Have experience of purchasing orders, managing petty cash and expenditures.

Person Specification
· GCSE/ Functional Skills Level 2 Maths/English/ICT or equivalent or willingness to work towards

· High Level of attention to detail

· Managing information storage systems

· Collating and manipulating data to a meaningful format.

· Excellent IT skills

· Communicate Effectively

	Safeguarding
	Life Skills Manor is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.


This job description may be amended at any time after discussion with you but will be reviewed annually through the Appraisal Process.
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