ESHER COLLEGE – JOB PROFILE
M.I.S. OFFICER 
The College
Esher College is a Sixth Form College of over 1,600 students, mainly 16-19 years old and in full-time education, studying advanced level courses. The College also offers courses to adults and a wide range of community organisations use the College facilities. The College has pleasant grounds in Thames Ditton, an attractive part of Surrey, within easy reach of central London. Working relationships are very friendly and there is a vibrant and energetic atmosphere at the College. We are regularly oversubscribed for student places and we pride ourselves on the educational experience that we provide, including the quality of the facilities and general estate.  

The MIS Department
The Management Information System (MIS) department currently comprises three staff: the Director of MIS, the MIS Manager and a part-time MIS Assistant.  
The MIS department provides a variety of services for the College.  These fall into three broad categories:
(a) The  day to day running of a variety of information services such as the College databases and the electronic registration system.

(b) The production of statistical data both as part of an established quality assurance cycle and by request from staff at all levels when particular information needs arise.

(c) The development of information systems and databases which can vary in scope from a simple online form to a full scale data management application.

All of our main information systems (with the exception of electronic registration) have been developed using SQL in-house and so we have databases tailored precisely to meet our information needs.  Database development represents a significant amount of the work currently undertaken by the MIS Manager and we pride ourselves on our responsiveness to colleagues and the overall quality of our systems.

The MIS department is also responsible for data and funding returns to external bodies.  These include ILR returns, data we supply to ALIS and ALPS for value-added analysis, the examinations data used in College performance tables and various other miscellaneous returns to government agencies.

The Post

This new position represents an enhancement to our existing MIS staffing and is part of a department restructure resulting from the impending retirement of the current MIS Director.  The role is vital for College operations, as we depend on the provision of accurate and timely data.  There are likely to be significant opportunities for development for the successful applicant.  Please note that some aspects of the job description will require training.  This will be provided as part of a full programme of induction.
Qualities Required

· High level of expertise in Microsoft Office applications, particularly Access and Excel.
· Programming skills in VB and some experience of XML.

· A working knowledge of SQL is essential.

· A sense of initiative and a proactive approach to learning on the job.
· A reflective approach and a willingness to recommend improvements.
· A commitment to collaborative working, both inside and outside College.

· Problem solving and a flexible approach to planning.

· A sense of humour and the ability to stay positive under pressure.
The Application

Your letter of application accompanying the application form should include an account of your relevant experience and skills, as well as an explanation of your reasons for applying for this post.
This is a permanent post, 36 hours per week for 42 weeks per year.  The salary will be £26,330 per annum inclusive of fringe area allowance.  Employees may join the Local Government Pension Scheme if they wish.

Application forms should be returned to:


			The Personnel Manager


			Esher College


			Weston Green Road


			Thames Ditton


			Surrey KT7 0JB


			Email: jobs@esher.ac.uk


as soon as possible, and by 12 noon, Friday, 10th June 2011 at the latest.  








