
 

DATA SYSTEMS MANAGER  
REQUIRED SEPTEMBER 2021 

 

St Helen’s School is seeking to appoint Data Systems Manager.  
 
The position will suit someone who has worked or is working in a school and has 
significant iSAMS data management experience. The postholder will lead a 
small team which will oversee, develop and maintain the use of data across the 
whole School, providing clear, concise and accurate information reports to raise 
standards of pupil performance and ensure that data runs are accurate and on 
time.  
  
Thank you for showing an interest in this post. We hope that the following 
information about St Helen’s and description of the responsibilities of the post 

will help you to decide that this is an application which you wish to pursue.  
 
 

 
 

WELCOME TO ST HELEN’S 
 

St Helen’s is a large, thriving all-through school and many of the girls who leave 
us at the end of Year 13 have been with us since Nursery or Reception. We are 
ambitious for every single girl: that she achieves her potential; that she leaves us 
to embark upon an exciting and fulfilling future, able to deal with whatever life 
throws at her with a calm, inner resolve and a sense of fun; that she is ready to 
go out into the world and make a difference. St Helen’s has a long tradition of 
academic excellence which encourages girls to pursue intellectual curiosity 
beyond the curriculum. Our GCSE results put us very securely into the top 50 
independent schools in the country each year. Sixth Formers go on to 
established, high-ranking universities including Oxford and Cambridge, with 
more than a third studying STEM subjects. However, we give our girls much 
more than just academic success; our co-curricular programme is rich and 
varied, and our pastoral care ensures that every girl is valued and cared for. 
 
Within easy reach of central London, our school is set in 21 acres of lovely 
grounds and, just as we are proud of our students’ academic achievements and 
their personal development, we are also proud of our facilities and buildings. We 
have invested over £20 million in a building programme over the last five years 
and have plans to do more. 
 
St Helen’s has a warm and lively atmosphere that makes it a really exciting 
place to work. Our staff and our girls look out for each other and encourage each 
other to be the best possible version of themselves. As such, you will play a vital 
role in supporting the school in the next stage of its journey and I look forward to 
receiving your application. 
 
Alice Lucas, Headmistress



 

THE SCHOOL 

 
St Helen’s is an academically selective independent girls’ day school  
of more than 1100 students aged 3-18, set in beautiful green space in 
Northwood, Middlesex. 
 
It draws pupils from a wide area of north-west London, Buckinghamshire and 
Hertfordshire with easy access by Underground from central London. 
 
We aim to ensure that every pupil: 

− is excited by learning and the opportunity to excel 

− is intellectually curious and thinks independently 

− is confident and able to lead as well as be a team member 

− has integrity, celebrates diversity and respects others 

− uses her talents, energy and enthusiasm for the benefit of the community 

− has skills which enable her to become a leader of her community  
and profession 

 
Our students achieve high academic standards, and we encourage them to 
develop lifelong skills in a diverse range of areas, both within and outside the 
curriculum, and to pursue their individual ambitions. The School is proud of its 
tradition of providing a balanced and forward-looking education through which 
its pupils can become confident, independent learners and leaders in their 
fields, their professions and their communities. Attention to the individual child 
is at the heart of everything we do and shapes the pastoral care, teaching and 
learning and the co- curricular opportunities on offer at  
St Helen’s.  

THE ROLE 
The role of the Data Systems Manager is a full-time role. The postholder will 
work with the Director of Studies and Head of IT Systems to form and lead a 

small team which will oversee, develop and maintain the use of data across the 
whole School, providing clear, concise and accurate information reports to 

raise standards of pupil performance and ensure that data runs are accurate 

and on time.  
 

KEY RESPONSIBILITIES 
• Operate, maintain and develop the current MIS system (iSAMS), 

together with overseeing its supporting systems and services.  Have an 
awareness and inform the IT department about any version changes to 
these products. 

• Provide support, training and advice to all staff to facilitate their use of 
iSAMS. 

• Provide advice and input to the overall Systems Strategy for the School, 
ensuring that any new systems fit the overall goals of improving teaching 
and learning, reducing administration and enhancing communications to 
staff, pupils and parents. 

• Maintain a working knowledge of any systems linked to iSAMS, (such as 
the parent portal (My School Portal) and parent communications 
(SchoolPost) etc.) to ensure integration between them works smoothly. 

• Working with both the Integrated Systems Manager and the Teams 
Implementation and Support Assistant to ensure that all systems 
requiring iSAMS and that link with iSAMS are updated and operating 
optimally. 

• Maintain a clear understanding of the Data Protection regulations 
(DPA2018 and GDPR) and the implications that they have for managing 
and protecting school data and help to ensure that the School complies 

with all applicable data protection regulations. 

 

Data Provision & Maintenance 
• Undertake all necessary preparatory and provision of the MIS system 

for each academic year, to include importing new users, timetables, 

event and meeting data. Set up 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 all user accounts are correctly synced between the MIS and 
Active Directory/Office 365 and confirm new users are set up in 

accordance with agreed naming conventions. 

• Enable new users and any staff undertaking revised roles to receive all 
required system permissions relating to their academic and activity 

functions. 

• Ensure that regular maintenance tasks such as backups and a monthly 

archive (Independent Schools Inspectorate requirement) are being 
carried out. 

• Undertake the annual rollover of data and the archiving of staff leavers 
(in liaison with the Bursary, Deputy Head and IT).  

• Provide the export of data required by internal sources and external 
organisations (e.g. data files for photographers) and import of required 

externally supplied data (e.g. pupil and staff photos). 

• Import public examination results and support Examinations Officer in 

external examinations. 

• Providing data for the ISC and DfE Censuses. 

 

Reporting 
• Work to the School's reporting schedule, to ensure all markbooks, 

tracking sheets, report templates needed, including UCAS reference 

forms etc. are available. Monitor completion of data entry stages by all 

relevant participants, undertake any necessary amendments of 
markbooks, reports etc. and prepare internal grade distributions for 

checking by relevant senior staff. 

• Work with the Director of Studies to create output reports (such as 

reports for parents etc.) and upload pupil data to the parent portal. 

• Amend and develop report formats and templates as requirements 

change. 

•  

System Maintenance and Development 
• 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. 

• Provide 1st line support for the iSAMS and associated services, liaising 

as required with users, iSAMS and 3rd-party system providers 

regarding any errors, development requests, or problems encountered.  

• Assess all new features as they are introduced by iSAMS, along with 

any relevant existing features that may not currently be in use, and 
advise the Director of Studies and the Deputy Head Communications 

on whether to implement developments in consultation with appropriate 

stakeholders. 

 

Training 
• Undertake the induction of new staff in the use of the MIS System and 

provide in-house training and support for all staff who use iSAMS, 
including creating appropriate training materials and resources for new 

staff induction and to cover new system features being deployed. 

• Help to develop all relevant staff in data management skills and 
understanding. 

 

Other Duties 
• Carry out such duties that may be reasonably required by the Director 

of Studies and Deputy Head Communications. 

• Follow responsibilities as defined in the Health & Safety Policy 

• Promote and safeguard the welfare of children and young people with 

whom s/he comes into contact and adhere to and ensure compliance 
with the School’s Child Protection Policy 

• Support and promote and School’s ethos, aims and objectives. 
 

 
HOURS OF WORK 
8.30am - 5.00pm Monday – Friday working throughout the year. Some flexibility 
may be considered.  
 

SALARY  
Range £38,500 - £42500 per annum  
 
 
 
 
 
 
 
 
 

 



 

      THE PERSON 

 Essential Desirable 
Assessment 
Method 

Education Secondary education 

with 

English GCSE at 

grade 4/C or above or 

equivalent 

Further education in 

Computing related 

discipline 

Application 

form 

Appropriate  

Certificates 

 Skills • Good ICT skills 

including Microsoft 

Office and Office 

365 

• Analytical skills 

• Excellent 

organisational and 

administrative skills 

• Excellent 

interpersonal and 

communication 

skills 

• To be able to work 

with a high level of 

initiative 

• To be able to work 

independently 

• To be able to 

prioritise a wide 

range of 

administrative 

duties, whilst under 

pressure and have 

good time 

management skills 

• A good eye for 

detail 

Custom writing 

reports  

 

Generating report 

templates using 

Microsoft SQL Server 

Report Services 

Application 

form 

Interview 

Selection tests 

Knowledge 

 

Detailed knowledge of 
iSAMS and its 
application in schools 

 

Independent 

education sector 

SQL and PowerShell 

programming 

 

Interview 

Experience • Recent experience 

managing iSAMS 

in a school setting 

• Experience of 

working in a similar 

role 

• Experience of 

working with a 

wide range of 

school staff 

• Experience of 

working in a team 

Supervision of a 

team 

Application 

form 

Interview  

 

Personal 

characteris

tics 

 

• Discreet and 

confidential 

• Flexible, resilient 

and well- 

organised 

• Confident 

• Calm under 

pressure 

• Committed 

• Co-operative and 

proactive 

 Application, 

Interview and 

observation 

  



 

BENEFITS 
 
− Membership of a contributory personal group pension scheme with up to 10% 

employer contributions 

− 50% fee remission for staff children  

− 30 days’ annual leave per annum plus bank holidays 

− Access to the School’s swimming pool and fitness suite 

− On-site parking and excellent public transport links 

− Free lunch and refreshments 

− Generous occupational sick pay  

− A commitment to professional development 

− A beautiful working environment – the School is set in a conservation site in 
excess of 20 acres. 

 
APPLICATION PROCESS 
 
Applications for this post close 9am FRIDAY 6TH AUGUST. 
St Helen’s School may interview and appoint before this date.  
 

THE SELECTION PROCESS 

Shortlisted candidates will be invited to the school where they will be interviewed 
by the Assistant Head and other members of the SLT.  They will also tour the 
School and may be asked to perform some practical tests.  

The post is subject to various recruitment checks which will include: 

− Enhanced DBS clearance 

− A minimum of two references obtained prior to the selection day 

− Proof of right to work in the UK 

− If you have any queries about this position, please contact the School  
at recruitment@sthelens.london 

 
 

 

mailto:recruitment@sthelens.london

