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THE ROLE
_______________________________________________________________________________________________
The ICT department is looking for an enthusiastic and experienced Assistant Data Manager and Technical Administrator
seeking a new challenge to join their dynamic and forward-thinking IT Team from August 2019.

The successful candidate will report to the IT manager, and be expected to assist the Data Manager manage and
support the school Management Information System (iSAMS), provide user training, and advise on working practices
and processes as the use of the MIS system develops. The post will primarily focus on school data management with
occasional use of SQL Server Reporting Services, for which training can be provided.

RESPONSIBILITIES
____________________________________________________________________________________________
In liaison with the School’s IT manager and Curriculum management staff the Data Manager will oversee, develop
and maintain the use of data across the school, providing clear, concise and accurate information reports to raise
standards of teacher, department and pupil performance and ensure that all data returns (DfE & ISI for example) are
accurate and on time. The job covers managing the iSAMS MIS for both the Senior and Prep schools. The successful
candidate will require at least a basic knowledge of Microsoft SQL database and SQL Server Reporting Services.
Training will be provided as required.

General Responsibilities/Accountabilities


Working closely with the Data Manager to administer and maintain the integrity of the school data across our
all of our systems.
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Maintain a detailed working knowledge of all areas of the current MIS system (iSAMs), together with its
supporting systems and services. Look out for and inform IT about any forthcoming version changes to these
products.



Working closely with the Data Manager to test and implement new data driven modules and data integration
across all of our systems.



Working closely with the IT, Admissions, Bursary, HR, Curriculum, and Exams departments to provision user
accounts, and ensure the leave / joiner processes and access levels to the data systems are concise, consistent
and complete.



Maintain a clear understanding of the Data Protection Act / GDPR and the implications that it has for
managing school data, and ensure that the School complies with the Data Protection Act / GDPR.

Data provision & maintenance


Work closely with the Data Manager to undertake all necessary preparation and provision of the system for
each academic year, to include importing new users, timetable, event and meeting data. Set up all required
class lists, groups etc. for academic and activity use. Undertake all ongoing revisions to data such as timetable
changes, including a mini-timetable alteration in the summer term.



Ensure synergy across all systems for users, and ensure they are set up in accord with agreed naming
conventions, and enable new users / staff undertaking revised roles to receive all required system permissions
relating to their academic, co-curricular, support, and activity functions.



Delivering targeted and efficient system processes and best working practices that ensure consistent and
secure use of data for the organisation.



Undertake regular maintenance tasks such as a monthly backup (Independent Schools Inspectorate
requirement) the annual rollover of data and the archiving of staff leavers (in liaison with HR and IT).



Provide the export of data required by internal sources and external organisations (e.g. data files for
photographers) & import of required externally supplied data (e.g. pupil and staff photos).

Reporting


Working closely with the Data Manager to ensure the school's reporting cycle is adhered to, preparing and
provisioning all grade cards, tracking sheets, report templates etc. needed, including UCAS reference forms
and the school list. Monitor completion of all data entry stages by all relevant participants, undertake any
necessary amendments of grade cards, reports etc. and prepare grade distributions for checking to HoDs and
for issue to SMT, HSMS/JHSMS/Heads of Section and Tutors.



Working with the Data Manager and Directors of Studies / Curriculum team to create output reports (such as
grade cards, reports for parents etc.) and upload to the iSAMS parent portal.
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Working closely with the Data Manager to amend and develop report formats and templates as requirements
change.

Exams


In conjunction with the Examination Office, assist with external examinations preparation, data entry, import
and analysis process of results data. Add remarked exam results to the system and assist the Exams Officer
with email communication of exam results.

System Maintenance


Liaising with third party suppliers and support to implement, develop, maintain and troubleshoot the data
and the underlying systems, software, and services across the school.



Work with the Data Manager and IT Department to monitor database operations to ensure optimal
performance at all times. Undertake regular maintenance of the system to remove unused data and where
required add and amend additional tables, reports, lists etc. (in liaison with MIS system supplier).



Establish and maintain an update procedure to the system covering pre-installation backup, documentation
and communication of changes and their potential impact. Audit and document the system configuration to
ensure correct allocation of functions and permissions and undertake annual data integrity checks to ensure
system accounts match AD accounts. Document the workflow procedures for the yearly use of the MIS system
and amend with any revision or changes.

Development


Promote new features currently unused in iSAMS, including systems for rewards, sanctions, behaviour and
identify through analysis of any emerging trends including attendance and punctuality. Consider if and when
to implement new features in consultation with appropriate stakeholders. Attend MIS system User Group
meetings.

Training


Developing training materials, and delivering training (one to one or small groups) to the user community
when appropriate.



Undertake the induction of new staff in the use of the MIS system, and provide in-house training and support
for staff in using iSAMS including creating appropriate training materials and resources for new staff induction
and to cover new system features being deployed.

Responsibilities in relation to the staff in the IT department:


A first point of contact for the customer (students and staff) via email, by phone or in person.



Supervise school computer room when required (as part of the ICT Team)



Support staff use of ICT throughout the school and in particular the MIS as and when required

Candidate Brief

Bancroft’s School
January 2013


In the event of a major incident or disaster, you may be required to provide assistance, in whatever capacity
necessary and participate in any training to ensure the School is fully prepared



To carry out such duties that may be reasonably required by your line manager including the IT Manager,
Second Deputy Academic and Director of Studies.

Additional Work Information:
This job description is not an exhaustive list of all responsibilities or duties but reflects the major core of the role.
The organisation reserves the right to alter the content of this job description after consultation to reflect changes to
the job or services provided, without altering the general character or level of responsibility.
Bancroft’s School is committed to providing the best possible care and education to its pupils and to safeguarding and
promoting the welfare of children and young people. The School expects all staff, contractors, Governors and
volunteers to share this commitment.

THE PERSON
___________________________________________________________________________________________
Essential Criteria:


Strong technical expertise, ideally including an understanding of SQL/RDBMS



Excellent Microsoft Excel skills (preferable to include advanced functions & formulas, statistical data
analysis, dashboards & pivot tables, VBA & macros and other advanced functions)



Previous experience or working with and refining system processes and working practices



Skilled in time management with an ability to work to strict deadlines



Ability to organise workloads and multi-task where necessary



A confident, self-motivated individual with strong business and organisational skills



Ability to communicate with Non-IT literate colleagues in a sympathetic manner



Able to demonstrate initiative, and make sound decisions



Works well as part of a team.



Experience of producing accurate data for reporting and assessment



Logical and methodical



Confident



Active listener



Ability to work under pressure



Can work to tight deadlines
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Ability to prioritise



Diligent



Cooperative



Team worker



Practical



IT literate



Creative thinker



Flexibility to achieve targets

Desirable Criteria


Microsoft Certified Database Administrator or equivalent



Reporting Development experience – SSRS or Crystal Reports



Previous experience of MIS data management



Experience of administering SQL databases and running SQL scripts



Experience of writing custom reports/modules for end user presentation



Experience of working in a school environment



Familiarity with current external educational bodies and exam protocols



Familiarity with web design & web presented data reports



Previous experience of the use of Active Directory
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THE DEPARTMENT
______________________________________________________________________________________________
The ICT support department provides support for both the prep and senior school and is based in the senior school in
a purpose-built hub.
The ICT department has undergone some expansion in recent years, in line with the prominence of ICT in the classroom
and school. The use of our MIS system (iSAMS), and the data driven from it, has risen significantly over the last eighteen
months.
The new role of Assistant Data Manager and Technical Administrator will work closely with the Data Manager to test,
implement, maintain, and support new data driven modules, and data integration across all of our systems.
The new role will be part of the IT department, delivering support, and maintaining the integrity of the school data and
systems across the organisation.
The ICT department is keen to promote continuing professional development and has a generous training budget from
the school.

BACKGROUND
_______________________________________________________________________________________________

The School
Bancroft’s School was founded by the Drapers’ Company in 1737 on the Mile End Road as a day-school for local boys
from a diverse range of backgrounds; the School has come a long way geographically and institutionally since then but
remains committed to pupils from a wide range of backgrounds and has a long tradition of excellence.
We are now a co-educational independent day school for around 1200 pupils from 7 to 18 and an unashamedly
aspirational school, devoted to scholarship and intellectual inquiry. We aim to provide an atmosphere in which each
child can flourish and we believe that children succeed when they take full advantage of the huge range of different
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opportunities we provide – whether immersed in academic research, being out on the sports fields, taking part in
charitable activities, acting on the stage, playing music and attending some of our numerous clubs and societies, our
pupils challenge themselves and learn by taking part wholeheartedly in school life.
We have the highest expectations for every child in the School and we support, encourage and nurture each individual;
we want our pupils to enjoy life to the full, make enduring friendships and grow up in a friendly, safe but challenging
environment.
At Bancroft’s we continually strive to ensure that all our pupils leave here with the confidence, self-awareness and
knowledge to thrive in the world beyond, as well as taking with them an awareness of others and an abiding curiosity
about the world.
Bancroft’s has a selective 5 or 6 form entry at 11+, with just under half the pupils coming from the Preparatory School.
The school uses its own entrance exam and admits boys and girls in equal proportions. There is a further small entry
at 16+, and most pupils stay into the Sixth Form. Public examination results are very strong and place Bancroft’s among
the top co-educational schools in the country.
In 2018 91.4% of all A-level exams taken by Bancroftians were graded A*, A or B, and 70.0% A* or A compared
with the national level of 26.4%. 36.2% of all A-levels sat achieved the top grade of A*, again significantly
higher than the national average which has been around 8% over the past years.
With the new grade 9 representing the very top level of the A* band, we were pleased that overall 41.1% of
GCSEs examined under the reformed system were awarded a 9. A very commendable 98.3% of all exams
were graded 9-5 or A*-B, well in line with previous years’ results.
Bancroft’s is a forward-looking, modern school; a centre of excellence for the twenty-first century.
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REMUNERATION
______________________________________________________________________________________________
The successful applicant will receive an attractive salary package according to experience and expertise. Benefits
include free school lunch, private medical insurance, pension (defined contribution) and concessionary fees for
children attending the school (dependent upon academic assessment). This is a full-time position and the successful
applicant will be expected to work 37.5 hours per week and will be entitled to 27 days of annual leave, plus Bank
Holidays.

HOW TO APPLY
______________________________________________________________________________________________
An application form is available to download from the School website, http://www.bancrofts.org/aboutus/employment-opportunities or by emailing recruitment@bancrofts.org

Bancroft’s School is an Equal Opportunities employer and is committed to safeguarding and promoting the welfare of children
and applicants will be required to undergo child protection screening appropriate to the post, including checks with past
employers and the Disclosure and Barring Service.
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