
	JOB DESCRIPTION

	Job Title
	Data Systems Administrator

	Department
	City of London School for Girls (Support Staff)

	Grade
	C

	Location
	St Giles’ Terrace, Barbican, London, EC2Y 8BB

	Responsible to
	Bursar

	Line Manager 
	Director of IT


Purpose of Post

The successful candidate will need to work as part of a team supporting issues relating to the school’s data requirements.  This will involve assisting the Data Systems Manager/ Database Administrator (DBA) to run SQL reports, set up and maintain user accounts and to deal with IT requests related to the school’s Management Information System (MIS) and other databases.

The Data Systems Administrator will be responsible for the administration of the school’s messaging system and other database driven applications.  They will also be expected to deputise for the Data Systems Manager/DBA in all matters relating to data management and the school’s Intranet.
Main Duties & Responsibilities

1. Assist in the use of database client software and managing backend databases
2. Facilitate data extraction from databases using MS SQL 

3. A good working knowledge of MS Excel is required 

4. Assist in the development of the school’s MIS and its implementation ensuring industry compatibility and up-to-date hardware/software

5. Provide training to staff as necessary 
6. Coding experience would be advantageous 

7. Assist in the processing and analysis of examination results

8. Assist the Data Systems Manager in making available public examination results to staff, parents and students
9. Assist in the processing and analysis of reports

10. Understand and support the curriculum timetable
 
11. To provide technical support for data systems to all departments in the school

12. Assist with the development and administration of the school’s SharePoint Intranet

13.  Actively seek to implement the City of London’s Occupational Health and Safety Policy in relation to the duties of the post, and at all times give due regard to the health and safety of both themselves and others when carrying out their duties

14.  Actively seek to implement the City of London’s Equal Opportunity Policy and the objective to promote equality of opportunity in relation to the duties of the post

15.  To undertake any other duties that may reasonably be requested appropriate to the grade

	This job description/candidate specification is subject to periodic review.

Any offer of employment with the School is subject to two satisfactory references, medical clearance, an enhanced disclosure from the Disclosure and Barring services (DBS), evidence of eligibility to work in the UK and evidence of qualifications where necessary.  All of the above checks must have been completed before the start of employment.




