
	[image: image1.jpg])

Highworth

Grammar School




	HIGHWORTH GRAMMAR SCHOOL

JOB DESCRIPTION 2018-19



Name:




Job Description:

ATA and Data Administrator

Employed for:
22.5 hours per week term time only plus staff development days
Hours of Work:
Flexible – to be agreed with the successful candidate

Responsible To:


Mrs J Valentine - Data Manager / Timetabler / Director ATA

Purpose:
To provide efficient administrative support to Ashford Teaching Alliance and to support the Data Manager on assessment and reporting.

	

	Accountabilities and key tasks: ATA / Teaching School administrator

	· To maintain records of all ATA activity to ensure appropriate monitoring and evaluation can be conducted to inform an annual review of key performance indicators and impact assessment 

· To collate and complete Quality Assurance documentation 

· To take a proactive approach to managing the co-ordination and administration of all courses provided by the ATA

· To coordinate and market all ATA events and produce flyers and newsletters

· To keep the ATA website and social networks up-to-date

· To develop resources for the ATA and coordinate activity with Alliance partners 

· To support the Teaching School team to ensure effective delivery of CPD across the ATA 

· To keep accurate records of training undertaken and delivered across the ATA 

· To maintain adequate stocks of hospitality basics / resources for courses and meetings and to liaise with catering / hospitality providers

· To maintain basic financial records for the ATA



	Accountabilities: Assistant to the Data Manager

	To support the DM in maintaining SIMS assessment and reporting.
	Key tasks:

To maintain marksheets and reports in the SIMS assessment module; data checking at report deadlines and making report corrections



	Accountabilities: Team Administration

	To be a team player within the administration team
	Key tasks:

To deal with any priority issues in the absence of colleagues to ensure the efficient running of the school is maintained as required

To be a flexible member of the team and support colleagues as and when required

Assist with evacuation for fire drills


Key Skills:

· Good organisation and administration skills

· Knowledge of SIMS software / or proven aptitude to learn systems quickly

· Proficiency in MS Excel, Word, Powerpoint and Publisher

· Previous work in a school would be advantageous

Performance Development:

· All Associate staff must complete a satisfactory Performance Review in accordance with the Associate Staff Performance Review Policy to ensure pay progression
Staff Development:

· To assess development and training needs and discuss with line manager.

· To set your own targets before any development activity and review and evaluate the activity after completion, cascading information to the appropriate team when relevant.

· To keep personal records of all staff development activities in which you are/have been involved.

To carry out as requested from time to time any other relevant duties as may be reasonably required by the Headteacher.

The job description will be reviewed at the end of the academic year or earlier if necessary.  In addition, it may be amended at any time after consultation with you.


