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A message from the Headteacher 

 

Thank you for your interest in Cardinal Newman Catholic High School. We are a vibrant, 
ambitious and caring community, with students drawn from a variety of backgrounds. 
Everything that happens within our school is inspired by gospel values and Cardinal 
Newman’s words that we are all ‘a link in a chain. A bond of connection between persons.’ Our 

recent denominational inspection (2022) celebrated a ‘genuine, loving and happy community in 

which each person is known and valued,’ whilst our most recent Ofsted inspection (November 

2022) concluded that we are a Good school where students ‘learn and achieve well.’ 

 We are a good, oversubscribed school (Ofsted 2022) located in Latchford, Warrington with a large catchment 
area extending across the South of Warrington from which we draw our 850 pupils. 
 
Our ambitious and rigorous curriculum leads to strong academic outcomes with our students making good 
progress. We are proud of the fact that in 2022 100% of our students moved on confidently to post-16 study. We 
deliver a vibrant and rigorous curriculum, which prepares our students well for their futures with 48% of 
students completing the EBACC qualification at KS4 in 2022. Languages is a key part of our success in this area 
with students currently choosing from German and French, both of which are studied throughout KS3.  
 
The extracurricular life of our school is flourishing, with a wide variety of enrichment activities.  Our Chaplaincy 
is at the heart of this, offering opportunities at every break and lunch time as well as engagement with external 
visits and retreats, all of which are very well attended by our young people.  We have a wide variety of sports 
clubs.  We have particular success in Rugby League and Rowing for both our male and female teams, but our 
sporting offer is wide ranging and growing. Our Performing Arts are a key component of the enrichment on offer 
with a variety of musical ensembles, and a highly successful school show. Our programme of school visits, 
including our Geography trip to Iceland and Languages trip to Berlin ensure our students have a growing 
understanding of the wider world, and their role within it as active citizens. Our cutting edge provision in mental 
health and our outstanding pastoral team ensure that our students also have the emotional skills they need to 
succeed throughout their lives. 
 
Our staff team are also committed to lifelong learning and continuing professional development. Our CPD offer is 
comprehensive, combining in- house coaching and development programmes alongside excellent provision from 
our partner TSAs and our Diocese. These programmes ensure that staff can access exciting opportunities and 
continue to develop as professionals throughout their time with us, to the benefit of their own learning as well as 
the experience of our students. 
 
If you would like to find out more about our school and our community, please contact Michele Walker, 
Headteacher’s PA on 01925 635556 or at mwa@cardinal-newman.co.uk 
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Governors seek the following appointment for June 2023 

Data Manager (37 hours per week – full time) 

 
We require a committed and innovative Data Manager to join our vibrant, ambitious and 
caring school. This is a fantastic opportunity for a highly motivated professional to lead a 
very successful data/exams team. 
 

We are seeking to appoint a highly motivated and innovative Data Manager to join our ambitious and forward-
thinking team. The candidate will work closely with the Senior Leadership Team in developing and maintaining 
data tracking and analysis systems to positively impact on student progress. They will also lead the development 
and maintenance of our Management Information System (MIS), currently SIMS, across the School.  They will be 
committed to supporting the ethos and values of our school.  
 
Closing date for receipt of applications: Monday 15th May 2023 
Interviews to be held: W/C 15th May 2023 
 
Please note a current CES application form (version 12) and a Model Rehabilitation of Offender act 1974 must be 
completed for this post. Forms can be emailed to Mrs Sue Byford sby@cardinal-newman.co.uk 
 
The School is committed to safeguarding and promoting the welfare of children and young people and expect all 
staff and volunteers to share this commitment. Post is subject to an Enhanced DBS Disclosure 
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Data Manager 
Job Description 

Job Title:    Data and Assessment Manager 

Grade:     Grade 7 SCP 23 -27 FTE £28,226 to £31,895 

Location of Work:   Cardinal Newman Catholic High School 

Directly Responsible To:  Deputy Headteacher 

Hours:    37 hours per week / term time plus 1 week 

 

Main Purpose of Job 

 

• Work with the Senior Leadership Team in developing and maintaining data tracking and analysis systems to positively 
impact on student progress. 

• Lead the development and maintenance of the Management Information System (MIS), currently SIMS, across the 
school – ensuring all data is up to date, accurate and available. 

• Ensure the accurate completion and submission of relevant data to the SLT and governors. This will include but is not 
limited to: Census data, student/Academy performance data  

• Provide technical support and advice to Academy staff regarding the Academy’s MIS – working closely with academic 
and support staff, including the IT team, to ensure that an appropriate level of service is maintained for all users, and 
that any queries and information requests are dealt with as efficiently as possible. 

• Oversee GDPR compliance for the school, working in partnership with our GDPR Service providers, Education Data Hub 
 
Responsible for:  
 

1. Producing clear, concise, accurate information to support the Senior Leadership Team (SLT) in raising standards of 
performance across the school. 

2. Creating and managing the development of strategic and operational data analysis systems (currently SIMS and 
SISRA) to support in depth analysis of individual teacher, subject and curriculum performance as part of the whole 
school self-review. 

3. Providing appropriate and timely data to Senior and Middle Leaders which allows for precise target setting, 
assessment, recording and reporting. 

4. Maintaining and developing systems, which allow assessment data and targets to be transparent for all stakeholders, 
including parents and students. 

5. Managing all aspects of the Schools Information Management System (SIMS) in liaison with staff who have 
responsibility for attendance, behaviour and achievement. 

6. Undertaking SIMS training programmes, as appropriate and sharing information with staff and relevant stakeholders, 
identifying strengths, weaknesses and priorities for improvement in order to help raise standards. 

7. Ensuring that all external data returns are completed accurately and punctually. 
8. Ensure examination data is produced quickly and accurately for senior leaders once examination results are released 

by the examination boards. 
9. Processing FSM applications.  Updating both SIMS and Impact and ensuring that PP data is updated accordingly.  

Liaising monthly with LA to ensure that data is accurate. 
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Specific areas of responsibility 
 
Student Attainment 
 
1. Lead on the management and maintenance of SIMS Assessment Manager package to record and analyse pupil 

performance data 
2. Import and export, recording and analysis of pupil attainment data and maintenance of group accuracy Eg Most able 

and Disadvantaged. 
3. Ensure that systems and procedures are set up to allow the smooth downloading of external exam/module results and 

that these are collated, up to date, accurate and accessible. 
4. Be present and available in School on the days when external results are notified and to oversee the Examinations 

Officer to ensure the smooth running of results days. 
5. Research and prepare for the Leadership Team, Governors, Diocese, LA and others reports on the performance of 

different groups of students through internal and external assessment and to contribute through these reports to 
School self-evaluation. 

6. Responsible for the preparation of examination results and self-evaluation data as required, assisting in the process for 
analysis. 

7. Ensure the regular quality assurance of pupil attainment data. 
8. Ensure that the pupil data provided by external sources is imported and maintained, Eg KS2 data, FFT, Key to Success 

and pupil transfer data. 
9. Assist Asst. Headteacher i/c Assessment with Show My Homework administration and reports. 
 
SIMS 
 
1. Responsible for key operational aspects of SIMs including the maintenance, usage and setup of academic modules 

including start and end of year procedures, addition of new pupils, set up of reporting templates, printing student 
timetables etc. 

2. Undertake quality assurance methods to ensure the integrity of the data at all times 
3. Monitor the effectiveness of the SIMS implementation and usage, feedback findings to inform planning and assist in 

development of new SIMS modules Eg In Touch, SIMS Behaviour Management. 
4. Liaise with relevant staff affected by SIMS updates or developments so these updates can be used effectively. 
5. Act as support for key SIMS users to develop their understanding and experiences of the relevant SIMS modules, 

including assessment manager and examinations in order to maximize efficiency. 
6. Assist in SIMs/SISRA specific training for teaching and support staff and increase the awareness of how SIMs 

Assessment Manager / SISRA can be used to track student performance. 
7. Support with the creation of reports that will provide regular, and useful, documents to inform other parties within all 

modules of SIMS as required. 
8. Responsible for overseeing the production of statutory returns to the LA, CES and DFE as required. 
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Job Description 



  

Data Reporting and Maintenance 
 
1. Ensure effective delivery of the School data system and be the first point of contact for the School on matters relating 

to this service. 
2. Act as Leadership support for members of the leadership team with responsibility for assessment, recording, 

reporting, outcomes and self-evaluation 
3. Provide data analysis and information reports as part of the School’s internal Quality Assurance procedures. 
4. Ensure timely distribution of data sheets to staff for data collection points and collate data and documents for School 

Review Day 
5. Support in the preparation of OfSTED data requirements. 
6. Carry out all work involved with creating the School statutory returns including School Census, DFE tables-checking 

and other returns, ensuring the accuracy and validity of all data. 
7. Create and ensure secure transmission of common transfer files. 
8. Prepare appropriate reports for the Leadership team and middle leaders on student, group and subject performance. 
9. Work with the Asst. Headteacher with responsibility for assessment to develop, implement and monitor the School’s 

Assessment Recording and Reporting Policy. 
10. Ensure student data check lists are sent to parents for updating and that the information is updated regularly in SIMS.  

Ensure accuracy of data, together with school admin team. 
 
GDPR 
 
1. Develop an in-depth understanding of the school’s processing operations, information systems, data security processes 

and needs, and administrative rules and procedures 
2. Ensure the school’s policies are followed, through assigning responsibilities to individuals, awareness-raising activities, 

co-ordinating staff training and conducting internal data protection audits 
3. Advise on and assist the school with carrying out data protection impact assessments, if necessary 
4. Act as a contact point for the Information Commissioner’s Office (ICO), assisting and consulting it where necessary, 

including helping the ICO to access documents and information and seeking advice on data protection issues 
5. Act as a contact point for individuals whose data is processed (for example, staff, pupils and parents), including 

responding to subject access requests, responding to other requests regarding individuals’ rights over their data and 
how it is used 

6. Respect and uphold confidentiality, as appropriate and in line with data protection law, in carrying out all duties of the 
role 

7. Undertake any additional tasks necessary to keep the school compliant with data protection law and be successful in 
the role 

8. Maintain a record of the school’s data processing activities 
9. Work with external stakeholders, such as suppliers or members of the community, on data protection issues 
10. Take responsibility for fostering a culture of data protection throughout the school 
11. Work closely with other departments and services to ensure GDPR compliance, such as HR, legal, IT and security 
12. Implementing changes by creating all associated documents and policies in liaison with School Leadership Team 
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 Essential Desirable 
Qualifications and 
Training  

Educated to, or experience equivalent to, degree level in a relevant 
discipline  

Technical qualifications in 
database management, data 
management or writing 
database reports 
 

Relevant Experience 
Experience of managing complex data in an environment with 
changing requirements  

 

 

 

Experience of working 
within secondary education  
Experience of leading the 
maintenance of an MIS 
within an education setting 
Experience of working with 
SIMS MIS system, and SISRA 
 

Skills and Abilities 
High level of analytical skills (statistical, numerical and funding)  

Able to communicate at all levels (senior manager, teacher, parent, 
student)  

Able to process complex requests, prioritise and meet deadlines  

Able to build working relationships in a diverse environment  

Able to deal with problems and be innovative in finding solutions  

Ability to work both independently and in collaboration with others 

Able to use Microsoft Excel to a high level 

Able to use Arbor and/or Power BI to deliver online live reporting 

High level use of IT 
 
 

Special requirements 
Commitment to continuous personal development  

Enhanced DBS clearance  

Compliance with all school and Diocese policies  

Safeguarding and promoting the welfare and success of all students 
and young people.  

The implementation of equal opportunities practice.  

Promoting the stated aims and policies.  

Commitment to and belief in the value of education and the 
wellbeing of young people 
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Person Specification 
Data Manager 
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