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JOB DESCRIPTION

	POST: 

	Systems and Reporting Lead

	WORKING HOURS: 

	37 hours per week, 52.14 weeks per year

	GRADE: 

	Scale 8, Points 32-34

	SALARY
	On a point within the range. Salaries are reviewed annually.


	DATE:


	January 2026

	RESPONSIBLE TO: 
	Director of MIS and Funding



Introduction

The purpose of the post is: 
· Provide lead guidance and support to the Systems and Reporting team and ensure the college has access to accurate and timely key performance data. 
· Devise, develop and implement self-service and automated processes to deliver accurate and timely information to internal stakeholders, including data dashboards and data validations. 
· Ensure data and systems enable effective curriculum planning, performance monitoring and income forecasting. 

· Routinely review dashboards, reporting systems and data sets to ensure that they meet the evolving needs of the college as well as regulatory, statutory and funding methodologies.

· Manage the maintenance, updating and integration of the student records system (EBS), ensuring that integration with other systems is optimised and that data is maintained according to GDPR requirements.
· Ensure an efficient and proactive timetabling service, ensuring complete and accurate timetables for staff and students.  

The main duties and responsibilities are to:
Systems and Reporting

· Provide lead guidance to the Systems and Reporting team, ensuring the allocation and monitoring of tasks and outputs that align with individuals’ skill sets.  Provide support, feedback and opportunities for development.
· Lead on the development, implementation, maintenance and integration of college management information systems, promoting opportunities for system integration and ensuring data is verified, maintained, accessible and not duplicated.

· Continuously improve data and system quality and effectiveness via the development and application of unified data source, data warehouse, data retention and data deletion processes and principles.

· Anticipate, design and implement infrastructure to produce management reports across a range of business KPIs including recruitment, performance, funding and finance.
· Provide or make available high value management reports to inform operational and strategic decision making, promoting data and task automation where possible.

· Maximise the use of information in the management of the college to support senior leaders to drive improvements in performance and quality, particularly via self-service data and validation / integrity reports.

· Provide information and reports to support the college’s quality cycle, including but not limited to self-assessment reviews (SAR) and performance management reviews.

· Lead on the development, implementation and maintenance of external online systems, providing support for the college website and student journey from application to achievement.

· Support curriculum and cross-college teams with ad-hoc requests for data and information, providing the output in a consistent, accessible format.

· Contribute to the preparation of information to meet the requirements of the college’s governing board, external agencies, internal and external audits, managers and staff.

· Ensure first line support for any user of student data systems, ensuring all problems are resolved in a timely fashion.

· Produce and maintain documentation of all online systems and processes.

· With the Funding and Data Lead, ensure that any MI solutions comply with GDPR and access permissions are secured using current best practice.

· Ensure links to various supporting database systems, such as those use by Finance, are maintained and optimised.
· Proactively contribute to the college’s Ofsted and other mandatory inspections, ensuring data is maintained, retained and appropriate for inspection standards. 

· Represent the college on appropriate systems networks and user groups. 

· Participate in operational planning, self-assessment and quality assurance processes, including contributing to department reviews. 

· Promote awareness of the Systems and Reporting team within the college and the services it provides.

· Ensure the provision of training in the use of cross-college student data systems and reports, as required.
Timetabling

· Prepare and publish the complete college timetable, including learner group allocations, escalating timetable conflicts due to scheduling clashes as required.
· Manage and resolve timetable issues throughout the year, incorporating weekly, ad-hoc, and rotating schedules to minimise ongoing maintenance.

· Collaborate with the Exams team to coordinate exam room allocations when teaching spaces are required.

· Ensure team members can manage ad-hoc room bookings and one-off room or staff changes on-site.

· Design and implement process improvements to enhance timetabling efficiency, effectiveness, and maintain full audit compliance.
This job description is current at the date shown but in consultation with the postholder it is liable to variation to reflect or anticipate changes related to the job.

	
	
	
	

	Signature of postholder:
	______________________________
	Date
	_______________

	
	
	
	


PERSON SPECIFICATION – Systems and Reporting Lead
	
	ESSENTIAL
	DESIRABLE

	EDUCATIONAL

QUALIFICATIONS/

ATTAINMENTS


	Educated to degree level or equivalent qualification or proven relevant professional experience.
	A relevant IT or data-related qualification.

	EXPERIENCE

REQUIRED


	Minimum 3 years’ previous experience in a data analysis, BI or systems development role.

Technical experience in delivering BI solutions using recognised industry tools, such as Power BI / Tableau.

Evidenced knowledge of FE funding including study programmes, ASF, Apprenticeships and ALS provision.

Minimum 3 years’ working experience and knowledge of database administration, Microsoft SQL Server and T-SQL.

Experience of working collaboratively and proactively with colleagues towards shared objectives.
	Experience in assessing and developing financial-based reporting.
Experience of developing and integrating proprietary systems.
Experience of timetabling processes in EBS.

	ABILITIES,

SKILLS &

PERSONAL

QUALITIES


	High level numeracy and literacy skills.

Ability to work with high levels of accuracy and attention to detail.

Knowledge and experience in using management information systems and databases.

Evidenced use of Visual Basic for Applications.

Professional and outward looking, with the ability to build relationships at all levels in an organisation.
	An operational understanding of or experience using EBS and curriculum systems such as ProMonitor, 4Cast, Smart Assessor and/or similar systems within the MIS function.

Experience of team leadership or management.

An understanding of finance systems and financial/management accounting concepts.

Ability to understand complex database structures, including designing relational structures from scratch.

	SPECIAL 

CIRCUMSTANCES


	Ability and willingness to travel between sites and elsewhere if required.
Ability to work flexibly (some evening duty is required) to meet the needs of the College.


	Car owner.


Please note that this role is employed by Wessex Education Shared Services Ltd, which is a wholly owned subsidiary of Brockenhurst College, and will attract a NEST Pension.

