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Fortis Trust – Job Description

POST TITLE



SIMS Data Manager and Timetabler.
RESPONSIBLE TO

1. Trust Business Manager

2. Vice Principals

PURPOSE OF JOB

The SIMS Data Manager and Timetabler  under the direction of the Trust Business Manager and Vice Principals, will take a leading role in:

· the day-to-day management of Data Systems and Timetabling. 

· in advising SLT & Governors/Trustees on the strategic role of Data Systems in Trust Improvement and in improving the quality of Data/Information Processes and Timetabling. 

· to work closely with members of the MLT.
· developing, promoting and monitoring whole Trust policies and procedures with specific responsibility for improving the quality of data/information collection/entry/analysis/use to ensure that it impacts on the raising of standards.

· establishing, developing and implementing an appropriate Data/Information System which evidences student progress over time and ensures appropriate analysis and target setting.

· assisting on CPD & INSET for all Trust Staff to raise standards of expertise in the use of Data/Information Systems.

· creating and maintaining the Trust Timetable for each Academic Year in conjunction with SLT/MLT to ensure effective use of staffing resources to benefit the highest standard of student outcomes. 
·  Working with the Exams Officer to ensure exams are managed effectively and accurately. 

· Working with the Attendance Assistant to ensure data is used effectively to impact on student attendance. 
· managing and servicing the daily Timetabling adjustments required under Rarely Cover and Absence Management [including liaison with Agency Staffing Sources].
· to effectively manage student census returns and Individualised Learner Record (ILR) returns for young adults. 
· reporting to Governors/Trustees on Trust Improvement Issues related to:
· Data/Information

· Timetabling

1. RELATIONSHIPS

1.1 To work in partnership with the Assistant Principals, Vice Principals & Trust Business Manager to ensure there is continuity in the performance of data/information systems relevant to their roles. 

1.2 To regularly liaise with members of the Senior Leadership Team, Extended Leadership Team, Middle Leadership Team, Teaching and Support Staff in order to inform the development of the Trust timetable, daily cover and development of the Data/Information systems. 
1.3 Build positive relationships with all members of the Trust community, showing positive attitudes.

1.4 To establish strong positive working relationships with other members of the Middle Leadership Team.

1.5 To promote and foster good relationships and effective liaison with parents.

1.6 To promote and foster good relationships and effective liaison with other Fortis Trust Staff to support student progress.

1.7 To promote good relationships and effective liaison with the all appropriate external agency professionals involved with the Trust.

1.8 To promote goodwill and positive public relations with individuals and groups in the local area and the wider community.

1.9 The post holder is responsible to the Vice Principals and Trust Business Manager for their duties, responsibilities and tasks. 
1.10 Develop effective relationships with fellow professionals.

2. DUTIES AND RESPONSIBILITIES

Qualities and Knowledge

2.1 To ensure the effective communication of Fortis Trust’s and Fortis Trust’s philosophy, aims and policies to staff, students and outside agencies
2.2 Support with the day to day leadership and management of management of the Trust’s Management Information Systems [including SIMS] practice with specific responsibility for Data/Information Systems and Timetabling. 
2.3 To advise SLT & Governors/Trustees on the strategic role of Data/Information Systems in Trust Improvement and in improving the quality of Data/Information Processes and Timetabling.
2.4 Seek training and continuing professional development to meet your own and the Trust’s needs. 

2.5 To have a full understanding of the BATL system and Character Strengths tracking.
Students and Staff

2.6 Assisting on CPD & INSET for all Trust Staff to raise standards of expertise in the use of Data/Information Systems.
2.7 Demand ambitious standards for all students, instilling a strong sense of accountability in staff for the impact of their work on student outcomes.
2.8 Creating and maintaining the Trust Timetable for each Academic Year in conjunction with SLT/MLT to ensure effective use of staffing resources to benefit the highest standard of student outcomes. 
2.9 Managing and servicing the daily Timetabling adjustments required under Rarely Cover and Absence Management [including liaison with Agency Staffing Sources].
2.10 To lead on the development of staff professional expertise to enable them to use Data/Information Systems required to fulfil their assessment/recording/reporting roles.
2.11 To advise the Business Manager on the organisation of daily staff cover arrangements so that the provision for students is, as far as is possible, subject to minimal disruption to the quality and continuity of learning.
2.12 To organise the daily timetabling routines of Teaching & TA Staff and ensure that teaching and learning can be delivered through staff available.

2.13 To organise staff duty teams so they administer and participate in safe, supportive and organised student supervision; and, ensure whole Trust policy is followed.
2.14 Establish a culture of sharing best practise through a variety of methods.
2.15 Create an ethos within which all staff are motivated and supported to develop their skills and knowledge.
2.16 Support the Middle Leadership Team in line with allocated curriculum communities.
2.17 To participate in arrangements made by the Principal for the appraisal of his/her own performance and that of their team members, through Performance Management & Performance Related.

Systems and Processes

2.18 To promote equal opportunities within the Trust, including the policy for racial equality and diversity, and to seek to ensure the implementation of the Trust’s equal opportunities policy, which may include participation in outreach links with other schools/academies in accordance with the Trust’s policy on inclusion.
2.19 To lead the creation and development of the whole Trust Academic & Pastoral Timetable.
2.20 To lead on developing, promoting and monitoring whole Trust data/information collection/entry/analysis/use to ensure that it impacts on the raising of standards.
2.21 Establishing, developing and implementing an appropriate Data/Information System which evidences student progress over time and ensures appropriate analysis and target setting.
2.22 To establish a data/information calendar to capture detail of student progress and facilitate data/information sharing, target setting and reporting to parents/carers and [via EHCPs and other required meetings/reviews] to external agencies.
2.23 To effectively manage student census returns and Individualised Learner Record (ILR) returns for young adults. Ensuring data is accurate and records maintained effectively. 
2.24 To advise SLT/MLT on student data and initiate responses to any trends identified and outcomes required.
2.25 To support SLT/MLT in the production of their Standards Reports (Department/Pastoral Reviews) and the Trust Standards / Trust evaluation Document.
2.26 To review Data/Information Practice and report to the Strategic Leadership team 3 times annually.
2.27 Ensure that the Trust’s systems, organisation and processes are followed consistently and to a high standard.
2.28 Developing, promoting and monitoring whole Trust policies and procedures with specific responsibility for improving the quality of data/information collection/entry/analysis/use to ensure that it impacts on the raising of standards.

2.29 To organise, monitor and evaluate effective student data; and monitor the reporting procedures to ensure data is accurate and appropriate.
2.30 To support Subject Leaders in monitoring, reviewing and analysing academic and pastoral data to impact on further raising progress and attainment for students.
2.31 To have an overview of data/information and the timetable and be responsible for sharing and disseminating information in a timely manner.
2.32 To safeguard students and staff and to follow Trust policy and practice should there be an issue or a concern. 
2.33 To have a reporting responsibility to Governors/Trustees on Trust Improvement Issues related to: Data/ Information and Timetabling.
2.34 To attend the Middle Leadership Team meetings when required.
The Self-Improving Trust System

2.35 To organise and take the leading role in establishing the performance and practice of Subject Leaders, Engagement Support Leaders and Lead Teaching Assistants in Data/Information & Timetabling developments.
2.36 To organise and evaluate the organisation of the timetable planning, preparation and delivery ; and, advise the Strategic Leadership Team as to how it impacts on standards of student progress. 
2.37 To monitor and evaluate the delivery of the data/information systems and the ‘best value’ use of staffing and resources; and, then advise the Business Manager and Trustees on any further developmental needs.
2.38 To organise, monitor and evaluate effective student data collection in relation to incidents, medical needs, SEND and Inter-Agency issues; and monitor the reporting procedures to ensure contributions from staff are both accurate and appropriate.
2.39 To take an active role in Admin Reviews ensuring a continued focus on development and improvement.
2.40 Work with the Trust Improvement Partner as required, to foster the continual focus on improvement and development.
Training
2.41 Undergo training to develop and maintain the knowledge and skills required to carry out the role to a high standard.
2.42 To explore and develop other software applications to facilitate Trust operations as the need arises.
2.43 Undergo yearly Safeguarding, FGM, Prevent and other relevant training and updates as required by the Local Authority.
2.44 To take responsibility for enhancing your own professional development through the pursuit of qualifications and trainings relevant to the role.
2.45 To support in the training of all staff where a need has been identified and to participate personally where appropriate.

3. COMMUNICATION AND CONSULTATION

3.1 To promote and foster good relationships and effective liaison with parents/carers for all aspects of their children’s education – academic, social and emotional to support student progress.
3.2 To monitor and report to parents and carers on the progress of students.
3.3 To promote and foster good relationships and effective liaison with other Trust Staff to support student progress.
3.4 To promote good relationships and effective liaison with all the appropriate external agency professionals involved with the Trust.
3.5 To promote goodwill and positive public relations with individuals and groups in the local area and the wider community.

4. OTHER RESPONSIBILITIES


4.1 
To carry out any other ‘reasonable’ duties as designated by the Principal.

4.2
To carry out duties as contained in your Fortis Trust contract [2019].
5. NEGOTIATED RESPONSIBILITIES

5.1 The following responsibilities have been negotiated and agreed by Miss Sweetlove (Principal) and the post holder.  These may be re-negotiated or amended by either side, according to the needs of the Trust.
Prepared November 2019

Notes: 

This job description may be amended at any time in consultation with the post holder. 

Next Review Date: November 2020
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