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JOB  DESCRIPTION

Name:


Job Title:
MIS Officer
Line Manager:
MIS Manager
Summary of Job
To take a flexible and responsive approach to the generation of accurate management information and to fulfil the requirements of the funding methodology.
Responsibilities

1. To provide management information.

1.1
To be responsible for the accuracy of College data.

1.2
To produce an annual Quality Statistics Manual and its Equality and Diversity supplement.

1.3
To issue departments with accurate performance statistics for SAR purposes.
1.4
To respond to data requests from College managers.
1.5
To provide training for staff on the College’s information systems, as appropriate.

1.6
To take responsibility for all aspects of the College’s exam statistics.

2. To have a clear understanding of the funding methodology and associated data returns.

2.2 To submit accurate and timely data returns to external bodies, as required.



2.2
To report on the implications of data returns for College funding.

3. To be a member of the timetabling team.


3.1
To take responsibility for the various allocation routines which match students to classes and have oversight of room occupancy across the College.


3.2
To work with the team to produce a structure on which Heads of Department can base timetable planning.

4. To act as the main contact with external bodies.



4.1
To act as the primary liaison with external agencies in relation to funding and data, including the YPLA, the SFA, the DfE, the SFCF and the College auditors.
4.2.
To act as the main point of contact with suppliers of value-added information, particularly ALIS and ALPS.
4.3
To make use of value-added data to calculate benchmark grades for the student body.

5. To ensure the College meets its obligations under the Data Protection and Freedom of Information Acts.
6. To carry out other reasonable requests as may be required from time to time by the Principal.
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