
 

SIMS and Data Assessment Administrator 
 

Dates: Immediate start (subject to notice periods) 

Salary:  Single Status 8 (point 20 – 22)  

Location:  East Sussex 

Contract term: Permanent 

 
Chailey is a thriving, successful school set in rural Sussex, just north of Lewes, and within easy reach 
of Brighton and Haywards Heath.  We are proud of our traditional values and innovative approaches 

to Teaching and Learning.  Staff are friendly, dedicated and supportive and our students are happy 

and proud to be part of the school. Chailey is a school where teachers and students can thrive. 
Visitors to Chailey School often comment on the calm teaching environment and fantastic 

relationships between students and teachers. We had our last Ofsted visit in January 2017 which we 
were very pleased with.  

 

The Ofsted report contained comments such as: 
 

 ‘an established culture and ethos of the school, which is enhanced by the strong 

relationships between staff and pupils’  
 ‘pupils make good, and sometimes better, progress’ 

 ‘pupils appreciate what staff do for them and, therefore, their conduct is typically exemplary, 

both in lessons and around the school’ 

 
We believe that this is a very strong foundation from which to aspire to excellence in everything we 

do. 

 
We are seeking to appoint a SIMS and Data Assessment Administrator.  This is a key position in the 

school and full training will be provided as necessary. We are looking for a good team player, able to 
work independently, but with the full support of a strong leadership team.   

 

If you have a strong desire to help students of all abilities to achieve the best they can, whilst 
fulfilling your own potential, then we would be very pleased to hear from you. 

 
Further details are set out in the application pack on our website (www.chaileyschool.org) or please 

contact Amanda Hilton, at the school address shown or email: ahilton@chaileyschool.org 

 
Closing date:  Apply by midday on Friday 1st December 2017 
 
Chailey School 

Mill Lane, South Chailey, 
Lewes, East Sussex, BN8 4PU 

 

Tel: 01273 890407 
11-16 Specialist School for Language and Humanities 

Headteacher: Mrs Helen Key 
 
East Sussex County Council is committed to equality of opportunity. We positively welcome applications 
from all sections of the community.  This authority is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share this commitment. 
Successful applicants will need to undertake, or currently hold, a Disclosure & Barring Service (DBS) 
clearance for this authority. 
 

mailto:ahilton@chaileyschool.org


 

JOB DESCRIPTION 

School:    Chailey School  

Post Title:   SIMS & Data Assessment Administrator  

Grade:    Single Status Grade 8 (point 20 – 22) 

Working hours: 30 hours per week Term Time only (plus 1 week in summer holidays) 

Monday – Thursday 08:00 – 14:30 (working hours can be negotiated) 

Responsible to:   Headteacher and Assistant Headteacher (Data & Standards) 

 

Key Responsibilities 

 To manage a Management Information System (SIMS) that supports students’ learning 

 To process and analyse assessment data that supports students’ achievement  

 To assist the administration of internal and external examinations that supports students’ 

achievement    

Each member of staff has a responsibility towards their own professional development and that of 

those they are accountable for. 

Specific Responsibilities 

The specific responsibilities described are subject to annual review by the Headteacher.    

1. To maintain SIMS modules, ensuring that data is accurate, consistent and current  

2. To enter student assessment data for performance, tracking and predictions 

3. To co-ordinate the training and support of colleagues in the use of SIMS modules as necessary 

4. To maintain the student report system to parents 

5. To assist in the analysis of assessment data  

6. To assist in the provision of statistics that can be used for Target Setting, review and as a basis of 

raising achievement 

7. To input student data for the Year 7 intake 

8. To ensure statutory and Local Authority returns are submitted on time, including school census 

and school workforce census 

9. To analyse assessment data and findings and prepare reports as required 

10. To act as the school’s Data Protection Officer 

11. To provide cover/additional support for/ Exams Officer as when required 

12. To develop statistics that can be used for target setting review and as a basis for raising 

achievement in assessment with the Assistant Headteacher i/c Data 
13. To manage SIMS modules, ensuring consistency and accuracy of data and prompt upgrade 

installation 

14. To liaise with County ICT team on MIS developments 
15. To evaluate SIMS modules, assessing their potential and promoting their use 
16. To support the Assistant Headteacher i/c Data  in managing the Options process, including the 

construction of blocks and analysis of choices 
17. To input the timetable data into NOVA T 
18. To print out the timetable for SLT/staff and students 
19. To be responsible for SIMS input and timetable creation for new students 



 

20. To manage staff access to SIMS 
21. To produce SIMS modules reports for staff 
22. To maintain and train staff in new modules  

 
Other Specific Duties: 

To play a full part in the life of the school community, to support its distinctive mission and ethos 

and to encourage staff and students to follow this example 

To actively promote the school’s policies 

To continue personal development as agreed 

To engage actively in the performance management review process 

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 

Employees are expected to be courteous to colleagues and provide a welcoming environment to 

visitors and telephone callers 

Employees are expected to adhere to the school dress code presenting a professional image to 

students, parents, governors and the wider community 

 

The school will endeavour to make any necessary reasonable adjustments to the job and the 

working environment to enable access to employment opportunities for disabled job applicants or 

continued employment for any employee who develops a disabling condition 

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 job description is current at the date shown, but, in consultation with you, may be changed by 

the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job 

title. 

Elements of this job description and changes to it may be negotiated at the request of either the 

Headteacher or the incumbent of the post and it should be noted that the post-holder is expected to 

carry out such duties as may reasonably be required by the Headteacher from time to time. 

 

Safeguarding Children 

The authority and school are committed to safeguarding and promoting the welfare of all children and 

young people and expect all staff and volunteers to share this commitment.  It will be necessary for 

the appropriate level of criminal record disclosure to be undertaken.  Therefore, it is essential in making 

your application you disclose whether you have any pending charges, convictions, bind-overs or 

cautions and, if so, for which offences. 

This post will be exempt from the provision of Section 4 (2) of the Rehabilitation of Offenders 1974 

(Exemptions) (Amendment) Order 1986.  Applicants are not entitled to withhold information about 

convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of 

employment being taken up, any failure to disclose such convictions will result in a dismissal or 

disciplinary action by the school.  The fact that a pending charge, conviction, bind-over or caution has 



 

been recorded against you will not exclude you from consideration for this post.  Successful applicants 

will need to undertake enhanced DBS checks before commencement of employment. 

In addition to the candidate’s ability to perform the duties of the post, the interview will also explore 

issues relating to safeguarding and promoting the welfare of children, including: 

 Motivation to work with young people 
 Ability to form and maintain appropriate relationships and personal boundaries with young 

people 
 

 

I hereby accept the terms and conditions detailed in this job description: 

 

 

Signed:  ____________________________________________________________ 

 

 

Name (please print): __________________________________________________ 

 

 

Date:  ______________________________________________________________ 

 

 

East Sussex County Council is committed to equality of opportunity. We positively welcome applications 
from all sections of the community.  This authority is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share this commitment. 
Successful applicants will need to undertake, or currently hold, a DBS clearance for this authority. 
 

 

 

 

 

 

 

 

  



 

PERSON SPECIFICATION 

Post Title: SIMS and Data Assessment Administrator  

 

 

 

 

 Essential Criteria Desirable Criteria 

Knowledge & 

Experience 

- A basic knowledge of the work of a school. 
- Experience of undertaking a range of 

clerical duties. 
- Experience of, or willingness to learn, a 

range of computer applications including 
Word, Excel, PowerPoint & SIMS. 

- Direct experience of exams organisation in 
a school setting 

- Experience of analysing data in an 
educational setting  

- Experience of working to tight deadlines 
- Experience of working with educational 

data packages 
- Experience of admissions procedure in 

schools 
- Working knowledge of the procedures of 

schools admissions including the appeals 
process 

Skills & Abilities - Ability to work in an organised and 
methodical manner. 

- Ability to convey information clearly & 
accurately. 

- Ability to maintain efficient record keeping 
systems. 

- Ability to convey straightforward 
information, orally and in writing, to 
colleagues, pupils, parents etc. 

- Ability to take personal responsibility for 
organising day to day targets. 

- Ability to demonstrate confident keyboard 
skills for accurate computer input and 
retrieval. 

- Ability to work professionally as part of a 
team. 

- Ability to work in a discreet and sensitive 
manner. 

 

Personal 

Qualities 

- Ability to demonstrate commitment to 
Equal Opportunities. 

- Willingness to participate in further 
training and developmental opportunities 
offered by the school and county, to 
further knowledge. 

- Ability to make decisions in a pressured 
environment 

- Ability to work to tight deadlines 
- Ability to delegate effectively 

 

Additional 

Criteria 

- Working knowledge of Nova T6 
 

- Previous experience of working within an 
education environment. 

- Previous experience of writing a school 
timetable 


