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Job Description: Data and MIS Administrator

	School:
	Laleham Gap

	Grade: 
	KSC

	Responsible: 
	Assistant Headteacher 




Purpose of the Job:


As Data and MIS Officer, you will play a key role in maintaining and developing the school’s data systems, ensuring accurate and meaningful information supports strategic decision-making across the school. You will coordinate our MIS, oversee statutory data returns, and provide high-quality analysis to inform teaching, learning and operational planning.

Working closely with the Senior Leadership Team, Office Manager, teaching staff, support colleagues and external agencies, you will ensure that our data systems are robust, efficient, and aligned with our commitment to educational excellence. We are seeking someone with technical expertise and excellent interpersonal skills, who can confidently manage systems and support colleagues in making the best use of data.


Key Duties and Responsibilities:


· Ensure that data is collected, input, analysed and interpreted accurately for presentation to a wide variety of stakeholders.
· Supporting the upkeep of pupil assessment and progress information.
· Entering and checking data and helping to ensure information is accurate and up to date.
· Helping staff to access and understand relevant pupil data.
· Producing clear reports, graphs and presentations.
· Maintaining the school’s MIS (e.g. Arbor), ensuring accuracy, functionality and compliance
· Producing and analysing student performance, attendance, and behaviour data
· Supporting target setting, assessment tracking, and internal reporting cycles
· Coordinating statutory returns including School Census and DfE data submissions
· Providing training and support to staff on MIS systems and data usage
· Ensuring data protection compliance and promoting best practices in data management.
· As required, ensure website content is accurate, current, and aligned with DfE expectations
· Liaise, collaborate and support other administrators including the exams officer
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Person Specification for Data and MIS Officer

	
	CRITERIA 

	QUALIFICATIONS







	
· NVQ 3 or equivalent relevant experience
· Grade C or equivalent in English and Maths.  
· Significant experience of management, analysis and handling of data (within an educational setting would be highly advantageous)










	EXPERIENCE


	
· Comprehensive understanding of different computer software packages including Microsoft Office and Databases. 
· Proven experience of data management. 
· Working as part of a team. 
· Experience of working under own initiative.
· High level of understanding and operational skills of MIS packages.  
· Ability to interrogate data to produce sophisticated analysis with minimal direction using computer databases. 
· High level communication and listening skills.
· Ability and patience to present detailed information from a variety of sources to people in a manner which is logical, clear and readily understood. 
· High level computer skills and optimum accuracy when inputting and manipulating data. 
· Ability to prioritise workload to ensure all external and school deadlines are met.
· Determination to see problems through and to have the skills to resolve them independently. 
· Excellent organisational skills. 
· Confidence to work totally independently using initiative and drive.
· Ability to work with highly sensitive and confidential material with utmost trust, awareness and responsibility.
· Strong commitment to take on new ideas and skills as required 





	SKILLS AND ABILITIES







	
· Has previous experience managing school MIS systems (e.g. Arbor)
· Brings strong data analysis and reporting skills (proficiency in Excel/Google Sheets essential)
· Has excellent attention to detail and a proactive approach to problem-solving
· Understands GDPR and the importance of data confidentiality and integrity
· Can collaborate effectively with staff, governors, and external partners
· Has a genuine interest in using data to improve outcomes for young people
· Ability to work to deadlines.
· Excellent organisational skills





image1.png




