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JOB DESCRIPTION
ICT DATA MANAGER/SUPPORT ASSISTANT

Notre Dame School, Cobham is a Roman Catholic Independent day school for 650 girls aged 2-18.

Notre Dame, Cobham was established in 1937 by the Sisters of the Order of the Company of Mary Our Lady.  The Company of Mary was founded in France in the 17th century by St Jeanne de Lestonnac and has over 300 educational establishments throughout the world.  The Sisters of the Company of Mary continue to play a very important role in the pastoral life of the school ensuring that the ethos is maintained.

David Plummer the Principal, Merinda D’Aprano Head of the Prep School and Anna King Head of the Senior School work closely together to ensure that all girls receive a first class education and reach their full potential.  

Department: 		ICT	

Reports to: 	Information and Communication Services Manager 	

Hours of work	36 hours per week, Term Time + 3 weeks

Function of post	The ICT Support Assistant will provide support to students, staff and other users to enable the effective use of the Schools IT resources
Overview

The ICT department provides and supports well designed technologies that enhance the learning, teaching and administrative aspects of the School.

PRINCIPLE RESPONSIBILITIES

JOB PURPOSE

To proactively manage data and al associated information systems for the whole school, work cohesively and in partnership with the Executive and Senior Leadership Team.  This is a key role for the school to track achievements and raise standards.  The post holder is expected to proactively develop use of systems and ensure training is designed and delivered to staff to maximise the effectiveness of management information across the school.

This role will also provide an ICT technical support service to the School and support the maintenance and development of the School’s ICT resources.

MAIN ACCOUNTABILITIES
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Responsibility and accountability for:-
SIMS and other databases
· To ensure that the SIMS database is kept up to date and is cleansed regularly.
· Ensuring SIMS year end procedures are carried out and co-coordinating the transition of student records from one Key Stage to another, including assisting the Registrar in ensuring information regarding pupils joining the school has been imported into SIMS in a timely manner for staff to use.
· Liaise with Capita support team to define school requirements and to resolve any problems occurring with SIMS.
· Assist HR in making necessary modifications to the system pertaining to staff data.
· Constantly reviewing the system and where possible improve operational efficiency and effectiveness to ensure school systems are fit for purpose.
· Ensure school staff are aware of the functionality of SIMS and other data systems and provide training and clear documentation to assist colleagues in their use of the School’s systems.
· Assist staff in the creation of reports and analyse data, troubleshoot issues and rectify anomalies.

Assessment and Reports
· To assist in the generation of School Pupil Reports.  Provide support for key tasks including setting up the School Reports system for each of the reporting sessions during an academic year.  This includes setting up the structures and templates, reports and analysis, development of the Discover module, retrieve and produce data according to staff needs, produce graphical or diagrammatical summaries of data for presentation purposes and dealing with queries from teaching staff and support staff.
· To provide statistical analysis of student’s performance and other data as required across subjects and teaching groups, providing performance data for the Senior and Middle Leadership in the most appropriate format.
· Maintain student tracking systems, enabling staff and others to monitor student progress across key stages and set challenging targets

Support
· To provide support to students, staff and other users to enable the effective use of the school’s ICT resources
· To assist with the installation, configuration and maintenance of IT equipment 
· Supporting ICT use in the classroom and other areas of the school.  This includes:
· Support staff and pupils in their use of software e.g. Microsoft office and SIMS
· Assisting with setting up audio-visual equipment and other computing resources as and when required
· In conjunction with the other members of the ICT department, assist in maintaining the asset register

Other duties may include:
· Take and edit photos/videos of events and create photo galleries for the website and school display screens.
· Writing documentation to help staff use software effectively
· Develop the use of tablet computers within the school
· Develop SharePoint/SIMS integration for seamless access to SIMS data in SharePoint. 

PROFESSIONAL STANDARDS
· Support the aims of the school.
· Have thorough up to date subject knowledge and take responsibility for professional development, participating in staff training.
· Maintain high standards of discipline, behaviour and courtesy.
· Participate in up to ten INSET days per year (part-time staff attend pro-rata).
· Attendance at, and participation in, events such as prize giving and open days, 
· Attend masses and assemblies and supports school functions such as the summer fete, plays and concerts.
· Set a good example to pupils in terms of appropriate dress, standards of punctuality and attendance.
· Attend all staff briefings and meetings.

Any other task reasonably requested by the ICT Manager, Heads, and members of the Senior Leadership Team.

STAFF MANAGEMENT
· There is no line management responsibility for this post.

HEALTH AND SAFETY
· All employees have a legal duty to ensure the safety of him/herself and all the pupils and staff within the school as detailed in the Health and Safety at Work Act 1974.

DATA PROTECTION
· All employees should familiarise themselves with and follow the Data Protection guidelines and practices.

SAFEGUARDING
· The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

[image: T:\school logos\Logo.jpg]
PERSON SPECIFICATION              
ICT DATA MANAGER/SUPPORT ASSISTANT 
	
	

	REQUIREMENTS
	SHORTLISTING CRITERIA

	Experience/Education: 
· Good general education up to ‘A’ Level or equivalent

· Significant experience of working in a similar role

Experience of:

· Experience of a similar role within the education sector
· Experience of developing management information systems

	
Essential


Desirable


Desirable 
Desirable

	Knowledge/Skills/Ability   

· Excellent ICT skills including databases, spread sheets and relevance software, preferably including CIMS

· Knowledge of relevant legislation (e.g. Data Protection)

· Excellent knowledge of Hardware installation, fault finding and diagnosis

· Be a good communicator and able to explain technical issues clearly to non-technical people

· Be enthusiastic and motivated to develop new skills while providing help and assistance to all areas of the school

· Work as part of a team to resolve problems quickly to minimise disruption to lessons and key support functions

· Ability to understand data effectively

· Ability to work accurately, with meticulous attention to detail

	

Essential


Desirable

Essential


Essential

Essential


Essential

Essential


Essential

	Personal and other relevant attributes


· Capable of working independently

· Patience and flexibility

· A good sense of humour

· Commitment to the provision of a quality service

	

Essential

Essential

Essential

Essential
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