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Role:  BMAT Central Systems Integration (CSI) Data Manager
Based at:  Beal High School
Salary:  LBR8 Pt. 32 to 33 (£32,548 to 32,430 pro rata)
Weeks worked per year:  TTO Plus, 10 days
Hours per week:  36 hours per week
[bookmark: _GoBack]To start:  ASAP

Beacon Academy Trust are currently seeking to appoint a self-motivated and enthusiastic team member to join our Trust as a Data Manager within our CSI Team. 
The successful applicant will work with the BMAT CSI Manager to provide an efficient and effective system and data management service to the school community.  The postholder will be responsible for the continual improvement and integration of systems across the Trust, focusing initially on the HR System.
This is a great opportunity for someone to take on responsibility for the development of both systems and data protocols and procedures to drive smooth exchange of data across systems and departments.  The integration of systems is considered key to delivering the best possible service to the schools and other organisations in the Beacon Multi Academy Trust family.
The successful applicant will have:
Level 3 qualification (essential), degree level qualification.
A proven high level of experience working with MIS and associated systems in a busy, professional, educational environment.
Good communication, ICT and organisational skills, with a high level of accuracy and efficiency.
A complete understanding of the importance of compliance, especially GDPR, Data Protection and Child Protection.
The ability to work on their own initiative and an eye for detail.
The Trust is committed to safeguarding and promoting the welfare of young people and expects all members of staff to share this commitment. The below documents must be read prior to applying for this role and will be factored into interviews: 
Keeping Children Safe in Education
BMAT – Safeguarding and Child Protection Policy
Enhanced DBS (with list checks) is required for this post.
Further information and an application form can be found at www.bealhighschool.co.uk Please forward your electronic applications to beasuccess@beaconacademytrust.co.uk
Please note we reserve the right to close or extend this position depending on application numbers, therefore we would urge candidates to submit an application as soon as possible.

BMAT CSI Data Manager
Overall Responsibilities
To work within the Central Systems Integration Team to provide professional, effective and efficient - and constantly improving - data and systems support services for the Beacon Multi Academy Trust.
General duties and responsibilities
To develop processes and procedures to streamline and effectively manage systems delivering HR, MIS and ICT services.
To maintain and develop GDPR documentation and compliance in collaboration with the CSI Manager
To provide system training to users when required.
To contribute to planning and implementation of new systems
SIMS
To assist the CSI Manager with creating, checking and submitting School Census for all three Trust schools
To manage End of Year processes for all three Trust schools, liaising with SLT and Teaching Staff to ensure students experience smooth transition into a new academic year.
Work with the BMAT Data Systems Officer to develop analysis and reporting of student metrics including assessment, behaviour and attendance
Human Resources
To work with the CSI Manager and HR Team to develop the current HR System to ensure maximum value and fitness for purpose.
To develop accurate and informative HR metrics reporting.
To work with the HR Team to create system processes to ensure that data is entered accurately and consistently.
To implement automatic workflows within the system and to take responsibility for the management and development of the staff side portal to automate and formalise processes as much as possible.
Other systems
To liaise with suppliers to escalate problems and manage updates and upgrades.
To facilitate supplier remote access to systems in a secure way when necessary for second line support.
To provide information and statistics related to system usage and effectiveness.


BMAT CSI Data Manager
	Person Specification
	Essential (E)
Desirable (D)
	Application (A)
Interview (I)
Reference (R)

	Qualifications

	Degree Qualification or equivalent
	E
	A/I/R

	Level 3 Qualifications 
	E
	A/I/R

	Knowledge/Skills/Experience

	Proven experience in managing systems and databases in an educational environment
	E
	A/I/R

	Strong knowledge of educational data requirements
	E
	A/I/R

	Advanced Ms Office skills – particularly Excel and Access
	E
	A/I/R

	Understanding of requirements of GDPR and other areas of compliance
	E
	A/I/R

	The ability to adapt to both varying tasks and those of a routine nature.
	E
	A/I

	The ability to undertake a wide range of administrative tasks.
	E
	A/I/R

	The ability to absorb information readily and speedily and work under pressure.
	E
	A/I/R

	The ability to quickly learn new software systems
	E
	A/I

	The ability to respond effectively to staff, outside agencies, the Local Authority, suppliers and the general public at all levels, both in person and over the telephone.
	E
	A/I/R

	Clear communication skills, able to explain complex issues with clarity.
	E
	A/I/R

	Attributes

	Ability to work well within a team, and support colleagues
	E
	A/I/R

	Reliable and committed with strong work ethic
	E
	A/I/R

	A good understanding of the need for data protection, confidentiality and secure data systems.
	E
	I

	Commitment to and understanding of equal opportunities.
	E
	I/R

	Respectful, friendly and supportive of all members of the Trust community
	E
	I/R

	Flexibility as the role may require working between schools within the Trust.
	E
	I

	Adhering to all BMAT policies and procedures
	E
	A/I/R

	BMAT is committed to safeguarding and promoting the welfare of young people and expects all members of staff to share this commitment. Enhanced DBS Disclosure is required for this post.
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A COMPELLING VISION FOR SUCCESS




