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Job Description

	Job title
	Information  Administrator 
	Grade
	LBR 5  SCP12

	School
	South Park Primary School

	Reports to
	School Business Manager/ Head Teacher

	Responsible for
	No supervisory responsibility.

	Purpose of job

	The information administrator will be responsible for the data systems in the school, producing and providing accurate and assessable data which will contribute to rising standards. 

Duties and responsibilities will include, but are not limited to, the following and may be altered at the request of the School Business Manager or Head Teacher.



	Main duties and responsibilities 

	To manage and maintain the school information system (RM Integris G2) to ensure all pupil and staff data is accurate and up to date.

To deal with new pupil admissions to school on an annual basis including arrangement of transition meetings, entry arrangements, collection of information from parents, liaising with the LA and offering places for schools in line with school / LA guidelines and procedures.

To be responsible for the effective transition of pupils to other schools including sharing of information, liaising with the LA and contact with parents as necessary.

To arrange mid-term admission meetings for new pupils, preparing all necessary documentation and ensuring all pupils’ admission papers are completed correctly.

To be responsible for maintaining accurate records of Free School Meal (FSM)/Pupil Premium children and reporting as necessary.

To coordinate secondary transfer files (both manual and computerised) and manage the transfer of confidential pupil records.

To assist the school in collating information required by the Local Authority.

Administer procedures relating to pupils transferring to or from the school.

Data tracking, analysis and management; pro-active in all aspects of the use of data to promote pupil progress and achievement.

FSM figures, ethnicity codes, SEN status, pupil results and issue UPNs setting clear and workable deadlines for data collection.

Produce regular summaries of pupils’ achievement, attendance and behaviour data in order to identify trends in each year group as required.

To implement and administer the annual reports to parents ensuring that data is made available to parents and carers.

To be responsible for the maintenance of confidential pupil personal record files and liaise with the CP Office and SENCO.

Complete and submit accurate statutory returns and census data.

Ensure all information and management reporting is provided in a timely way to support the smooth functioning of the school.

Ensure data security and confidentiality is maintained at all times.

Be responsible for ensuring that robust and efficient processes and systems are in place for secure data capture, analysis and transfer.

Keep up to date with data and assessment requirements and attend meetings and training provided by the LA and other bodies on behalf of the school and disseminate the information obtained.

Ensure the school is compliant in all aspects of data protection legislation.
Work with the Computing Instructor to ensure the School’s website is up to date; DfE compliant and fully reflects our school at all times.

Maintain the integrity of the School’s texting service.

Produce and manage all communications with parents, including the monthly newsletter.



	General 

	Cover duties of other office staff during sickness or other absence.

To assist the SBM and Head Teacher as required.

Take messages for other staff.

Deal with queries and requests from visitors and callers and being able to handle difficult situations smoothly.

Any other duties as can be reasonably expected within the boundaries of the school office.

Contribute to the overall ethos of the school.
Establish constructive relationships and communicate with other agencies/professionals.

Recognise own strengths and areas of expertise and use these to advise and support others.

Attend and participate in relevant meetings, training and other learning activities and performance development as required.

Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.  To demonstrate an understanding of and a commitment to equal opportunities and diversity and to the standards of customer care.

Be responsible for own health and safety, as well as that of colleagues, pupils and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defects and hazards to management.

Duties and responsibilities of the post may change over time as requirements and circumstances change.

The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other duties as may be required by the Line Manager that are broadly within the grading level of the post and the competence of the post holder.
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Person specification

	Job Title
	Data Administrator 
	Grade
	

	School
	South Park Primary School

	Education and Qualifications:

Hold at least a grade C or equivalent in GCSE Maths and English


	Experience/Knowledge/Skills:

To have experience of managing systems and processes

To have experience of handling data

To have experience of handling school or college data

To be well organised and have good attention to detail

To be able to work under pressure, to deadlines and maintain confidentiality

To be highly ICT literate and proficient user of Excel

Have well-developed inter-personal skills and be able to communicate to a range of audiences


	Other job requirements:

Enhanced CRB check
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