
DATA MANAGER - SS Grade 9 £33,055- £35,282 pa pro rata 

25 hours per week - term time + 2 weeks (Actual salary:  £20,285 - £21,652) 



https://www.stcatherines.college/




The Post 

We are looking to recruit a knowledgeable and capable professional Data Manager to lead, manage and support 

the data and exams team which consists of an Exams Officer and a Data and Information Officer. 

 

Main tasks will include: 

Lead and manage the data and exams team. 

Identify, plan and roll out new systems to support SLT changes to all policies, procedures and analysis across all 

software, working with the school’s IT Team to facilitate all network and Office 365 set ups. 

To ensure that accurate, and timely, data is stored and provided for a range of purposes as required by the relevant 

staff, including information regarding student data and organizational trends. 

GDPR Lead developing and managing all policies and systems. 

Provision of all national return data (Census, National Performance Data) and support of any other staff in the 

return of other national data requested. 

 

Please note that this role can not be carried out remotely 

 

 

The Benefits of Working at St Catherine’s College Include: 

• Local Government Pension Scheme 

• A friendly, supportive and caring staff team 

• Very well-behaved students who are ambitious, hardworking, resilient, and responsible 

• Highly visible, supportive senior leaders 

• Excellent career development opportunities 

• Subsidised membership to Benenden Private Medical Healthcare 

• A fabulous, sociable staff room with complimentary tea and coffee 

• Free flu vaccine 

• A café that serves at breakfast, break and lunch, using freshly sourced ingredients 

• Free parking 

 

“Students and adults thrive in this caring community that celebrates love at its core.” (Inspection 2023) 

 



Job Description 

Post: Data Manager 

Grade: Single Status 9  - Actual salary:  £20,285 - £21,652 

Hours:  25 hours per week - school term time only plus 2 weeks 

Responsible to:  Assistant Headteacher: Curriculum, Assessment and Reporting 

Main Purpose 

To lead, manage and support the data and exams team. 
 

Main Duties and Responsibilities 

• To lead, manage and support the data and exams team which consists of an Exams Officer and a Data and 

Information Officer. 

• Identify, plan and roll out new systems to support SLT changes to all policies, procedures and analysis across all 

software, working with the school’s IT Team to facilitate all network and Office 365 set ups. 

• To ensure that accurate, and timely, data is stored and provided for a range of purposes as required by the 

relevant staff, including information regarding student data and organisational trends. 

• To ensure that all data is stored securely and confidentially at all times and that it is accurately and 

comprehensively administered in the school’s MIS in order to maintain integrity of data and efficient MIS 

system. 

• Coordinate the use of data for all school routines, such as Transition, Options, Attendance, End of Year 

Routines etc. to ensure that the MIS systems is accurately set up each year. 

• Create and run data checks and reports and undertake appropriate follow up action. 

• GDPR Lead developing and managing all policies and systems.  This also includes the provision of all GDPR 

training and advice; SARs; Breach reporting; DPIAs etc. 

• To ensure accurate, reliable and completed data is received and processed using the school’s MIS and 

Microsoft and various other software packages to ensure that reporting of all categories of information is 

comprehensive and meets the required quality levels and timescales for production. 

• To identify any gaps in data analysis and propose options and solutions to senior leaders. 

• To provide guidance and training for all staff to maximise their use of the software packages used within the 

school. 

• To carry out quality control assessment for MIS data entry and liaise with MIS provider to ensure all integrity 

issues are addressed and upgrades are completed successfully.  Manage the administration of the MIS 

including permission rights for all staff. 

 

 



   
 

Job description continued: 

• Provision of all national return data (Census, National Performance Data) and support of any other staff in the 

return of other national data requested. 



Person Specification 

Attributes Essential Desirable 

Qualifications and Training • Good general education, with GCSE’s 

or equivalent in English and Maths 

• Evidence of good level of training in 

core MIS functions 

• Industry standard qualifications in 
information management 

 

Knowledge and Understanding • How to interpret and present data 

• Knowledge of all aspects of school 

data 

• Excellent knowledge of management 

information systems 

• Strong knowledge of Word and 

databases 

• Advanced experience in Microsoft 

Excel 

• Knowledge of network operating 

systems in a multi domain 

environment 

• Knowledge of appropriate 
legislation relating to the use and 
management of ICT and their 
relevance to business operations 

 
 

Experience • Experience of data input and 

presentation 

• Experience of data analysis/

manipulation 

• Experience of working in a school / 
college 

 
 

Skills and Abilities • Ability to work in an organised and 

methodical manner 

• Ability to develop efficient record 

keeping systems 

• Ability to use initiative and make 

decisions 

• Have the ability to deal with 

unexpected situations 

• Excellent communication skills 

• Ability to work under pressure 

• Ability to organise and prioritise own 

workload 

• Analytical skills to investigate 

problems and information, drawing 

conclusions and making 

recommendations for action 

• Team player 

 

 

 



Person Specification continued 

 

 

Attributes Essential Desirable 

Personal Qualities • Approachable 

• Flexible approach and have sufficient 

availability to undertake the duties 

agreed and to be available at the time of 

the publication of examination results 

and when upgrades to MIS are required 

• Ability to liaise and build positive 

relationships with all stake holders 

• Is self motivated and hard working 

• Possesses enthusiasm, stamina and 

energy 

• Commitment to safeguarding and 

promoting the welfare of children and 

young people 

• High standards and attention to detail 

• To positively promote the college’s aims 

and ethos 

• Willingness to participate in further 

training and developmental 

opportunities 

• Is professionally presented 

Excellent health and attendance 

record 



Sunday 16 November 2025 


