Appointment of Data Assistant

APT&C Grade 5

Please see job description for flexible working patterns

Option 1: 20hpw, 193 days Term Time Only
Actual Salary: £10,981

Option 2: 20hpw, 52/52
Actual Salary: £12,956

Pay award pending



Dear Applicant

Thank you for taking an interest in this position at our school. The information provided is
intended to help you decide if we are a school you would like to join. | would also encourage
you to look at our website (www.gshs.org.uk) which contains information that will give you a
flavour of our achievements and ethos.

George Stephenson High School is an 11-18 Trust School of 1204 students, 111 of whom are
in the Sixth Form. We also have 36 guest pupils in the Sixth Form from our collaborative
partner school. We have 134 staff, 80 of whom are teachers, 54 are associate/support staff.
Our school has a really positive ethos, with very strong pastoral and academic guidance and
a real emphasis on learning in everything we do. | genuinely believe the support, care and
welfare of our students is second to none. This school is and will always be a fully inclusive
school which puts the students at the very centre of all that it does. We want it to be a school
that is always a happy, safe and enjoyable place to be. Further to that we want the school to
be at the very heart of the local community and to become the school of choice of all who live
here.

At George Stephenson High School, we believe we offer the best education possible for all of
our young people, as well as a warm and friendly atmosphere. We value the individual
differences of our students, encourage them to succeed in everything they do and help them
to become caring, confident and responsible young people. We strive to achieve this through
providing excellent teaching, fostering the very best relationships, having a personalized and
enriched curriculum, having the highest aspirations for all of our students and developing
strong partnerships. We also want the school to be at the very heart of the local community
and to be the school of choice of all who live here. We are a popular, inclusive and
oversubscribed school that is central to our community.

The level of communication with and support from parents is excellent. We have a regular and
well-attended Parents Forum and a wide range of evening Parental Engagement events are
held. Attendance at Parents Evenings was over 80% last year — this figure has increased every
year for the last five years. Over 500 parents filled in the survey we administer on these
evenings and the results were very positive indeed. 97% feel their child is happy here, 98%
feel they are both safe and make good progress, 99% feel they are well taught here, 98% feel
the school is well led and managed and over 95% would recommend our school to another
parent. We are delighted that so many parents are choosing our school and are so positive
about it and we believe that this shows a great deal of support from our local community.

Our most recent Ofsted inspection was in November 2019 and we are delighted to report that
they judged our school to be Good overall, and indeed Good in every single category. We
believe that this is a real testament to our students and staff and to how hard we have all
worked and how committed we are to providing the best possible educational experience for
all of our students. Staff, students, parents, carers and governors all play their part and this
report is a reflection of the effort, enthusiasm and determination that they display every day.
In the report, Ofsted say that “staff have high expectations for pupils and each other. This
is akey ingredient of the school community. During lesson visits, pupils were attentive
and respectful. There are strong relationships between teachers and pupils. As aresult,
pupils have achieved better examination results in a wide range of subjects since the
previous inspection”. The care, guidance and support that we provide for our young people
was again praised, with Ofsted saying that “staff are well trained to look after and care for
pupils. They understand the school’s safeguarding procedures. They are aware of the
need to share any concerns with appropriate people. They do so in a timely manner.
Pupils know there is always somebody to talk to when they need help. Pupils know how
to keep themselves safe.”


http://www.gshs.org.uk/

They said lots of positive things about the relationships in our school, saying that good
relationships and mutual respect exist between students and staff and that our young people
are keen to learn and behave well. They also said that the behaviour of students is good, that
they manage their conduct well, both inside and outside of the classroom and that they know
what is expected of them. As we have always said, our students are a credit to us all and we
continue to be immensely proud of them. Inspectors also stated that the care and guidance
we offer our students is strong and that we prepare students well for life after school. As a
result, the percentage of students going onto successful careers or further education is well
above the national average. Personal development, behaviour and welfare were all identified
as real strengths of the school. Indeed Care, Guidance and Support at George Stephenson
High School have been graded as good or outstanding in our last four Ofsted inspections. This
IS a result of our pastoral guidance systems in school, the aim of which is to support the
learning and development of each individual student through the encouragement of regular
attendance, punctuality, good study habits, good behaviour and a positive attitude, and by the
monitoring of progress, regular target setting and celebration of achievement.

The school is organised into year groups which are split into a number of separate tutor groups.
Each year group has a full time non-teaching Guidance Manager who stays with the year
group from Year 7 to Year 11 and so gets to know every student very well. Guidance Managers
are generally the primary point of contact for parents wishing to discuss progress or problems
with the school. They support the work of the form tutors and deal with difficulties referred to
them by the tutors or subject staff, as well as recognising and rewarding all positive aspects
of students’ life in school. Each year group is also supported by a teaching Achievement
Support Coordinator who acts as a mentor to students of all abilities. The tutor groups, under
the leadership of the Guidance Manager, remain together with the same form tutor through
years 7 to 11, meeting for registration periods daily, and in some subjects are taught as a class
group in the younger years. A strong sense of coherence and team working is developed over
these years. The form tutor has day to day responsibility for our students’ welfare whilst they
are in the school and have a very important role to play in helping them to settle into their new
school. They also closely monitor and track their academic progress, support them to reach
their targets and help detect and solve any problems which may arise.

This is a demanding post, but one which will give the right candidate an opportunity to maintain
and develop a learning environment as part of a committed and dedicated team of teachers
and support staff, whose prime aims are the continuing improvement and development of the
school and the support and encouragement of its students. George Stephenson High School
is a great place to work, with fantastic staff and talented students. | hope you are enthused by
the enclosed information and choose to apply.

Please submit a letter of application (no more than two sides of A4) and a completed application form
for the attention of Mrs Angela Cowen (Headteacher’s PA) by noon on Thursday 19th September 2024.

Yours sincerely

Q() UW\\/L_) ’ \‘\5(

PETER DOUTHWAITE
Headteacher



Job Description: DATA ASSISTANT

APT&C: Grade 5

J.E.. AT1

Contract Options: Option 1: 193 TT on 20h per week (starting and finishing times available
to work cross 3, 4 or 5 days a week)
OR
Option 2: 52/52 on 20h per week (starting and finishing times available

to work cross 3, 4 or 5 days a week)

Annual Leave: Only Applicable to 52/52 Option - 25 Days or 29 Days (dependant on
length of service)

Responsibleto:  Data Manager and/or Deputy

Please note that this post is office based only, at all times.




Job Description:

1.

2.

3.

To provide support and assist the Data Manager in all aspects of data collection and
management of the in-house systems.

This role will include working with senior management, middle management, teachers, support
staff, parents, and pupils and occasionally outside agencies.

Be a school first aider.

Main areas of responsibility:

To assist the Data Manager with the planning, organisation and maintenance of all databases
including school MIS (SIMS or other), Class Charts/Others.

Maintain pupil groups for SEN and Pupil Premium.

Prepare data and assist with the submission of statutory forms and returns e.g. Census returns
etc.

Communicate and help all staff with data queries and requests, share data and improve
efficiency.

Liaising with dual registered centres to obtain information on pupils’ progress at alternative
provision.

To assist the Data Manager and Examinations Manager in overseeing the delivery of national
exams and their data across the school.

To maintain and develop partnerships with the relevant outside agencies.

To ensure that the data that the school hold on pupils’ progress and attainment is correct and
up to date.

To ensure the appropriate and diligent management of school data and information for full
compliance with GDPR, with no serious data breaches.

To support the Data Manager in ensuring parents are provided with progress checks and
reports in a timely manner.

Any other reasonable task as requested by the Data Manager or Deputies Headteachers.
Undertake part in the school staff rota for first aid.

Administrative and Management Family

General:

This school is committed to safeguarding and promoting welfare of children and young people. Please
note this position will require an Enhanced disclosure from the Disclosure & Barring Service.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each
individual task undertaken may not be identified. This document must not be altered once it has been
signed but will be reviewed annually.

Employees will be expected to comply with any reasonable request from a manager to undertake work
of a similar level that is not specified in this job description.

This job description may be reviewed at the end of the academic year or earlier if necessary. In addition,
it may be amended at any time after consultation with you.

Job Holder Date

Line Manager Date

Headteacher Date




PERSON SPECIFICATION: DATA ASSISTANT

Person Specification — Administrative Assistant Technical

Area Criteria Requirement
E = Essential
D = Desirable

A = Assessment by Application
| = Interview process

e Good working knowledge of ICT (email Microsoft office) E Al
e Knowledge/Experience in using SIMS D Al
_ e Understanding and/or knowledge of standard policies D Al
Skills /codes of practice (i.e., GDPR, Safeguarding)
Knoyvledge e Ability to take a lead role in self-development and learning E
Aptitudes e Ability to relate well to students and adults E
e Work constructively as part of a team: understanding school E Al
roles and responsibilities and your own position within these
e 4 GCSEFE’s (including English and Maths) E Al
Qualifications |® NVQ 2 in arelevant subject discipline (or equivalent) E Al
and Training |® First Aid Trained (training will be provided after probation) Al
e Experience in working in office environments D Al
e Experience in working in a school D Al
Experience |e Experience of development, management and operation of D Al
administrative systems Al
e Friendly and welcoming disposition E Al
e Excellent communication skills E Al
e Ability to respect and maintain confidentiality E Al
e Ability to relate to students and staff in a pleasant manner E Al
) o ¢ Have a professional manner and excellent telephone skills E Al
Disposition | g yery organised and able to prioritise E Al
¢ Recognise potential safeguarding issues E 2 :
e Ateam player
“ b e E Al
e “Can do” attitude E Al

Conditions of Service

National Joint Council

The above will be evidenced by a variety of means including:

VVYVY

Application Form
Letter of Application

References
Interviews




