
               

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DATA OFFICER 

 

PART TIME 3 DAYS PER 

WEEK  
ALL YEAR ROUND (0.6 FTE) 

 
ANNUAL SALARY:  £20,000 

PA TO BE PAID PRO RATA 
 

TO START: APRIL 2017 
(OR EARLIER IF AVAILABLE) 

 



STAFF VACANCIES AT ST MICHAEL’S PREP SCHOOL 

 

                           DATA OFFICER 

 

 

St Michael’s Prep School is a co-educational day school with 450 children aged 2-13, enjoying a 

beautiful location, overlooking 90 acres of land. Our state of the art Pre-Prep building sets each 

child on a learning journey that is rich, active and inspiring. Children continue into the Prep 

School, taught by a large number of specialist professionals who work throughout the school to 

provide a rich array of curricular and co-curricular opportunities.   

The post holder will have the responsibility for the further development and delivery of a first 

class information management system throughout the school to support the highest standards 

of communication and pupil achievement. 

The successful candidate will work with the Senior Leadership Team to develop and deliver the 

vision for St Michael’s Prep: securing the future success of the School, maintaining the current 

all-round excellent performance and enabling each child to fulfil his or her potential. 

Experience of SIMS is highly desirable. If you have vision, energy and the desire to make a 

difference, belief that every child deserves to succeed, we would like to meet you.   

Please send applications to Nicola Holland, HR & Compliance at 

recruitment@stmichaels.kent.sch.uk.  

APPLICATION DEADLINE: 10th February 2017 

INTERVIEWS TO TAKE PLACE: 21st February 2017 

St Michael’s Prep School is committed to safeguarding and promoting the welfare of children and the successful 
applicant will be subject to an enhanced disclosure through the Disclosure and Barring Service. 
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Job Description  

Responsible for:  The further development and delivery of a first class, 

information management system throughout the school to 

support the highest standards of communication and pupil 

achievement.   

Responsible to:   The Deputy Heads 

   Director of Finance & Operations (DFO) 

Purpose of Job  

To be responsible for all aspects of maintaining and developing the SIMS management 

information system. This is a key hands-on role, covering both the technical and practical 

aspects of the system, from initial data entry and the production of reports, to overseeing 

and implementing new modules and systems together with delivering associated 

training. 

Key Responsibilities 

Strategic Development of Data Information Management Systems  

• To work with the Senior Leadership Team (SLT) to move forward the vision for 

the future of St Michael’s Prep in line with our school development objectives 

• To help maintain the inclusive, family values of the School which are a core part 

of its charitable status 

• To constantly seek ways to improve and develop the accuracy and use of data 

and make recommendations to the SLT 

• Responsible for collecting, inputting, analysis and use of data in line with school 

priorities, overseeing the continual development of an appropriate information 

management system and using it to its full potential  

• Ensure that all required arrangements to supply data for Inspections are in 

place to ensure that the School’s excellent record in inspections is maintained 

• Oversee procedures relating to data entry, and analysis, working with the SLT to 

ensure high standards for all pupils and ease of use for staff  

• To assist the Data Protection Officer, ensure compliance with relevant data 
protection laws and have a good working knowledge of Data Protection Act.  

• Explore and develop other software applications to facilitate school operations 
including SIMS Discover and the use of SIMS Learning Gateway  

 Support and improve the use of SIMS by staff generally. 

Data 

 To assist with the implementation of SIMS Learning Gateway (SLG) and its roll 

out to parents, training staff as necessary 

 To be responsible for the management and analysis of all student data including 

maintaining student house and set lists 
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 To define/modify/develop a range of SIMS reports as required on academic performance, student 

attendance, medical information, ad hoc templates etc. 

 To create/modify specific mark sheets as required for all year groups/subjects  

 To produce data reports for pupil well-being or data review meetings as needed  

 To import assessment/exam results for Common Entrance, Mock Exams, CATS, PTE, PTM etc. into 

SIMS and produce analysis in excel spreadsheets  

 To set up academic school report templates and use Assessment Manager software 

 To manage system permissions, issuing passwords and ensuring staff have the correct access to 

SIMS 

 To be responsible for the Discover software producing Venn diagrams as required 

 To assist the Network Manager in the creation and maintenance of all student accounts/email 

addresses 

 To ensure and manage the smooth transition and roll-over of information on SIMS from one 

academic year to the next  

 To liaise with delegated staff responsible for examinations, curriculum, attendance, Timetable, 

assessment and fee billing  

• To assist the Data Protection Officer, ensure compliance with relevant data protection laws and 

have a good working knowledge of Data Protection Act. 

• Ensure that the School works within the legislation and guidance pertaining to independent 

schools 

Parents’ Evenings 

 To be responsible for the Parents Evening software, working with the Deputy Head (Academic) to 

create letters and facilitate the bookings by parents of parent/teacher interviews  

 Once booked, printing list of appointments for the teachers and distributing them 

 To liaise with the Office to arrange refreshments for parents and catering for staff and logistics 

for the parents evening 

Annual Census 

 To be responsible for uploading the annual SLASC Census and ISC Census liaising with the DFO 

 To keep aware of new developments and any changes to the data collection requirements 

relating to the Census or any other statutory return 

Training and Support 

 To be responsible for identifying SIMS training needs and delivering that training, through liaison 

with the Deputy Heads and HR Administrator  

 To produce a range of user guides/help sheets to all users of SIMS and trouble shoot issues 

promptly and efficiently using the Capita helpdesk if necessary 

 To support Line Managers in developing and strengthening a culture of continual professional 

development, assisting with the confidential recording and secure storage of data relating to 

performance reviews 
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External Engagement 

• To ensure excellent communication with parents on the progress and welfare of their children 

based on accurate data 

• To foster and further develop links between support, service and training providers for SIMS 
ensuring best value for money 

• To seek opportunities to present the School’s ethos, aims, values and achievements to existing 

and prospective parents and the wider community 

• To attend Capita Regional User Group meeting and feedback and implement any new initiatives 

relevant to the school’s future development priorities 

• To ensure that the School plays an important role within the local IAPS district in setting 

standards, hosting training, facilitating and championing excellent practice and creating a 

reputation for St Michael’s Prep as an enviable setting in which to work  

 

Other  

 To undertake any reasonable additional duties as may be required by the Deputy Heads and 
DFO from time to time  

 To participate in any training relevant to the post and to take part in regular performance 
development. 

 

St Michael’s Prep is committed to the safeguarding and safety of its pupils. This position is subject to an 
enhanced DBS check. We welcome applications regardless of age, gender, sexual orientation, disability, 
ethnicity or religion. Your current or last employer will be asked for a reference and will be contacted 
prior to interview. Verification of right to work, and qualifications will be required at interview. 
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Person Specification  

We are seeking an inspirational, energetic and compassionate administrator who can engage pupils, staff, 
parents and all other stakeholders in maintaining and developing a successful school. The candidate will 
have the following key skills, experience and attributes: 

Qualifications and Experience: 

• Experience of managing and developing data systems, such as SIMS (desirable) 

• Experience of producing accurate data for reporting and assessment (desirable) 
• Good understanding of a co-educational Prep school environment and potential issues faced 

• Educated to at least A level or equivalent or have relevant vocational experience 

• Good understanding of education for the 2 – 13 age group and relevant varied experience  

• Knowledge of Safeguarding and other child related legislation 

• Experience of contributing to an open and supportive working environment 

Strategic Skills: 

• Ability to articulate a vision and then translate this into meaningful specific plans and objectives 

and gain commitment from staff 

• Excellent communication skills (both written and oral)  

• Excellent problem solving skills  

• Proficient ICT skills 

• Ability to gather, analyse and use data effectively 

• Ability to focus on detail and accuracy when compiling reports 

• Ability to work to deadlines with conflicting demands and timescales 

• Resilience and capacity to cope under pressure 

Personal Attributes: 

• Enjoys the company of young people and is passionate about developing young lives 

• First class communicator, able to present well in public to a number of different audiences               

including parents, children, peers and stakeholders 

• Strong team player as well as having the ability to be self-directed and use own initiative  

• Able to act as ambassador and professional advocate for the School, with strong personal          

credibility and the capacity to build relationships 

• Enthusiastic, innovative and forward-looking 

• Sympathy with the Christian ethos and values of the School 

All our staff need to be: 

 fully qualified and eligible to work in the UK  

 passionate about working with children   

 committed to excellent provision for all children  

 great communicators  

 organised & efficient 

 reliable & flexible 
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 great team players  

 computer literate 


