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Job Description

	For HRU use only
	Ref: 3080


	Directorate
	Health, Education, Care and Safeguarding

	Section/Location
	School Improvement:  School MIS Support Service

	Post Title
	MIS Development Officer (Generic)

	Permanent/Temp
	Permanent

	Grade
	Grade 8

	Responsible to
	Schools MIS Support Service Manager

	Responsible for
	Working with school administrative and teaching staff

	Job Purpose

This is a key role in the development and support of Management Information Systems (MIS) in schools, as well as the implementation of new modules/systems in response to legislative and other changes.

The post holder will develop a working knowledge of the full range of MI functionality used in schools.  The post holder will play a lead role as required in the implementation of new software modules.

Due to the range and complexity of schools support requirements, each MIS Development Officer will have prime responsibility for a specialised area of schools’ systems as required.  The four specialist areas are defined as follows in addition to some shared area responsibilities such as System and User Management, and other cross area modules and tools:

· Resources (including financial management, budget planning, budget management, reconciliation with central LA systems, personnel, managing staff cover, pay and conditions, equipment register)

· School Improvement (statutory and optional pupil assessments, performance management, monitoring of vulnerable groups, examinations management and reporting, attendance recording and monitoring, reporting)

· Core Pupil Data (database management, provision of system reports, core pupil data, behaviour and SEN management, reporting, termly school census, attendance, curriculum management including timetabling)

· Customer interface (Management of the MIS Support Service helpdesk, Intranet and Internet resources), maintaining customer engagement, seeking and analysing customer feedback to inform planning and service delivery.

NB: All North Tyneside schools currently use the Capita SIMS management information system, one of the largest software suites in any sector, so the postholder needs to develop in-depth knowledge of this system.  However the purpose of the post is not to support a specific software package, but to support the business processes, and MIS functionality provided by the software.  The post therefore requires a broad and in-depth knowledge of the relevant business, education, regulatory and technological context, and the theory, policy, procedure and practice of defining, collecting, storing and analysing data.

North Tyneside provides a path finding and pioneering centrally hosted solution for schools MIS systems.  The post holder is required to develop innovative solutions to complex technical problems that arise which may be unique to North Tyneside.


	Job Content

	Main duties:

· To deliver SLA commitments and meet SLA performance standards within the specialised area covered by the post.

· To develop the effective use of MI systems within schools.  

· To anticipate and plan for changes in statutory requirements and the business needs of users. To evaluate implications for schools of software developments.

· To maintain a rolling 3-year plan for the specialist area and to contribute to the 3-year business plan for the service.

· To take the lead on development, training and support within the specialised area covered by the post.  

· To plan, prepare and deliver comprehensive training for users, placing software functionality in the context of business processes and legal requirements. 

· To lead on the preparation of specialised documentation and guidance for schools, liaising with other services where necessary.

· To act as lead contact with software suppliers on software functionality and developments within the specialist area covered by the post.

· To liaise with central government departments, council colleagues and regulatory bodies, to resolve issues and to ensure that correct procedures are followed. 

· To take responsibility for resolving problems and queries that have been logged with the Helpdesk.  To provide 2nd line support for software queries where required.

· To take responsibility where required to ensure the helpdesk is operated within the service guidelines.

· To take responsibility where required for ensuring that intranet and internet based sources of information for schools continues to develop and is kept up to date and relevant.

· To lead on the installation and testing of software upgrades and new modules within the specialist area, and to assist with this work within other colleagues’ areas.

· To lead on the planning, preparation and delivery of statutory returns within the specialist area covered by the post.  To provide specialised support to schools with the production of statutory returns within the required deadlines.

· To promote data quality within schools and to promote awareness of responsible processing of data within data protection legislation.

· To use project planning techniques to manage own work and to support the work of the team

· To maintain a highly detailed knowledge of schools’ business processes, as well as statutory, audit and local authority requirements.

· To interpret local and national policies and guidelines and provide advice and guidance to schools and to LA departments and services.

· To maintain up-to-date technical and contextual knowledge through continuous professional development.

· To maintain a current knowledge of relevant national and local policies and strategies.

· To contribute to the overall information management requirements of schools, the Directorate, the Council, the Children’s Trust and partners.
· To maintain an understanding of a wide range of relevant legislation concerning children, young people and their families, data and management systems.


	Performance standards

	Meet SLA commitments with regard to service delivery and resolution of queries.

Compliance with deadlines for statutory information returns to central government.

Compliance with Data Protection Act 1998 and information-sharing requirements of Children Act 2004.

Compliance with DCSF data standards.


	Working conditions

	Office-based.

Display screen equipment user.

Some weekend and out of hours working is required to minimise loss of service to schools.

Some travel required, mainly within the borough.




PERSON SPECIFICATION

	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Advanced ICT skills, particularly complex multi-user relational databases, including software implementation, testing and problem-solving

Ability to produce and explain system reports for users.

Practical project management skills

Good research skills

Ability to independently plan, prepare and deliver ICT and information management training

Ability to produce high quality training documentation. 

Ability to develop an understanding of data flows and processes within schools and between schools, local authority and other agencies.

Time management skills, ability to plan and manage own workload.

Good communication and interpersonal skills; ability to advise and guide users at all levels.

Understanding of correct procedures and good practice when working with confidential/sensitive information.

Ability to develop understanding of the wider ICT and organisational context


	Knowledge of school management information systems.  

Awareness of the uses of management information in schools.

Understanding of school and local authority structures and processes.


	

	Qualifications and Training
	Degree level qualification or equivalent level of relevant experience


	Formal project management training

Training qualification
	

	Experience
	Experience of software implementation 

Experience of complex management information systems, including specialist software.

Experience of working with a wide range of users at all levels

Experience of developing system standards and procedures.

Experience of delivering training and producing training documentation.


	Experience of school management information systems.

Experience of reporting software.

Experience of budget management / financial procedures

Experience of Systems Support
	

	Special Requirements
	Commitment to customer service.

Ability to work as part of a team.

Outcome-focused, with ability to work accurately under pressure and to tight deadlines

Ability to take responsibility for successful delivery of tasks to agreed timescale

Positive, proactive and flexible approach
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