
MIS Analyst & Systems Developer/jdpersspec 
 – Dec2020 

 
 

JOB DESCRIPTION 
 

 
POST TITLE:                         MIS Analyst and Systems Developer 
 
SALARY:                               Support staff salary points range 19 to 23  
                                               (£28,948 to £32,517) 
 
HOURS:                                1 FTE - 37 hours per week / 52 weeks per year 
 
HOLIDAY:                            22 Days annual leave, plus 8 public bank holidays  
                                              in addition, a college closure period over the  
                                              Christmas holiday period. 
 
ACCOUNTABLE TO:           The Director of Development & Engagement  
 
 

 
NB All staff will be required to work flexibly during the enrolment period. 
 
1. GENERAL: 

The post holder will be responsible to the Director of Development & 
engagement. 
 
The usual place of work is King Edward VI College, Nuneaton  

 
General Conditions: 
 
The post is subject to the Conditions of Service Handbook for Support Staff in former 
Sixth Form Colleges as adopted and subsequently amended by the Corporation. 
 
2. JOB PURPOSE: 

 

• To ensure the effective use, development and maintenance of the Colleges 
Management Information Systems, including databases and data warehouses, 
systems interfaces, queries, reports and dashboards. 
 

• Support and lead on the regular generation of the College’s reports. 
 

• Agreeing the development work plan with the Director of Development and 
Engagement, helping to ensure the needs of annual maintenance work, 
development requests and short-term reactive work is balanced effectively. 

 

• To ensure the above systems are fit for purpose to implement and support all 
teams responsible for ILR Returns, including cleaning and submission, Registers, 
the timetabling processes, financial procedures, etc.   
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• To work closely with other members of the MIS team to lead on the ILR to promote 
effective data structures and data collection. 

 

• Configure college systems to provide reports to support curriculum design and 
planning, timetable production, income budgeting, and other needs of the senior 
management team. 

 

• To promote and protect the College’s reputation within the College itself and within 
the wider community.  
 

• Ensure systems and processes are robust for annual audit inspections. 
 
 
 
3. PRINCIPAL RESPONSIBILITIES/DUTIES: 
 
Understanding the business context 

• Developing a detailed knowledge of the college business drivers and KPIs, and 
how management information influences business decisions.  

• Understanding the data used by the colleges – how it is obtained, stored, 
processed and used. 

• Using a knowledge of the college’s key statistics to quickly assess the general 
validity of reports. 

• To maintain an up to date working knowledge of the funding regime under which 
the College operates and provide timing advice on changes that might affect that 
funding. 
 

 
Designing and delivering Management Information solutions 

• Working with users, MIS colleagues and the College Management Team to 
understand their requirements and to spec new systems and tools. 

• To work closely with IT support to ensure networks, databases, and servers are 
properly configured and maintained to meet the colleges’ needs. 

• To develop the management information systems in respect of student records and 
attendance monitoring and take an innovative approach to ensure the systems 
meet the College’s changing needs. 

• Applying critical thinking, system design and data processing skills to meet the 
colleges’ reporting systems. 

• Developing tools for assembling, joining and querying data from multiple systems, 
to create a data warehouse which forms the basis of all our reporting. 

• Writing and using test plans to ensure outputs are accurate. 

• Designing and automating the delivery of management information via reports, 
dashboards, interactive web pages and e-mail. 

• Developing exception reports to enable managers to respond early to emerging 
problems. 

• Maintaining sufficient snapshots and reporting archives to ensure that we can 
report historical as well as current data and can carry out multi-year analysis as 
required. 
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• Taking part in the design and documentation of college business processes and 
data collection processes to ensure good quality raw data is available to support 
all MIS reporting, and that users understand the role they play in providing it. 

• Producing automated systems to test raw data quality and raise alerts as required. 

• Maintaining and developing the Colleges online applications (customer facing .asp 
feeding to ProSolution). 

• Assisting with ad hoc data transfer between systems when required. 
 
Complex analysis 

• Carrying out complex data analyses on request for specific purposes e.g. multi-
year comparisons of performance, cost modelling, forecasting student numbers etc 
– with the ability to design the analytical process required to reach a useful 
conclusion, and fully test and question the results. 

 
Timetables and registers 

• Maintaining and configuring the system to devise proposed annual timetables for 
the College. 

• Provide a means to analyse and report on clashes – student choice, room, staff. 

• Ensuring an effective method for set balancing and the final allocation of students 
to classes exists 

• Setting up and configuring timetable printing tools, and training users. 

• Maintaining and configuring the systems to assist with other college timetabling 
activities including, Taster days, welcome days etc. 

 
System interfaces  

• Maintain the interface software between systems, including:  
o ProSolution, ProMonitor, ProAchieve and ProPortal 
o ID card systems (access control, free school meals, etc.)  
o Active directory , Photograph server , Room booking system  

• Keep up to date with changes introduced by system updates and update the 
interface software as required. 

• Maintain all documentation regarding reporting, the data warehouse, and 
system designs specifications and data structures. 

 
Shared duties of the MIS and IT team 
 
Security of data 

• To ensure the security of student records data and conformity with GDPR 
data principals at all times. 

• Work with IT Support to ensure regular backups of student records data. 

• Work with IT Support to develop and maintain the MIS disaster recovery plan 
to ensure continued operation of related core MIS systems, and their rapid 
recovery is in place.  

Continuous improvement 

• Sharing skills and knowledge with colleagues in MIS and IT Support and the rest 
of the college as required. 
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• To manage relationships with existing software suppliers to improve systems and 
keep up to date with latest developments. 

• Taking part in any working groups aimed at improving IT and MIS provision, both 
within the college and in regional network meetings. 

• To review and develop new ways of reporting to internal college customers to meet 
the needs of all members of the college community. 

• Contributing to the development of tools and procedures across all systems for: 

• automating tasks 

• speeding up tasks 

• making functionality available more widely e.g. remote access, access 
via more types of device etc 

• more self-service solutions (e.g. students updating their own contact 
details) 

• Moving to more paperless working 

• Implementing cost-savings 

• Keeping up with industry developments - new software, hardware, apps, social 
media tools and technologies and their possible application here. 

• Keeping up to date with what other colleges and organisations are doing, and 
working towards common processes and technology. 

 
Customer service 

• Providing a friendly and helpful service to staff and students via day-to-day support 
as well as training and written guidelines. 

• Working closely together to ensure that user queries are dealt with “in the round”.   

• Spending time with staff and students to become familiar with how systems and 
reports look from their point of view, and using this to drive improvements in system 
design, training and support. 

• Contributing to the goal of making MIS activities as transparent as possible to all 
college staff. 

 
4. OTHER RESPONSIBILITIES: 

 

• Helping all users to streamline procedures and implement continuous 
improvement in business processes. 

• To contribute to College processes such as Self-Assessment and Operational 
Planning on behalf of and in collaboration with your team members. 

• Maintaining a high level of awareness of the principles of safeguarding and child 
protection as they apply to vulnerable groups.   

• Understanding the duties and responsibilities arising from College policies and 
procedures relating to Safeguarding, Child Protection and GDPR. 

• Maintaining an appropriate working environment in accordance with the College’ 
s Health and Safety Procedure. 

• Participating in the staff appraisal process and attending CPD and training 
sessions as required. 

• Such other duties as may reasonably be allocated within the purview of the post 
by the College Principal. 
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This job description is not necessarily a comprehensive definition of the post. The 

post holder may be required to undertake any other duties which may reasonably be 

regarded as within the nature of the position. The job description may be subject to 

amendment at any time after consultation with the post holder.  
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PERSON SPECIFICATION  
 
JOB TITLE: 
 

 
MIS Analyst and Systems Developer 

 
DEPARTMENT: 
 

 
MIS 

 
REPORTS TO: 
 

 
Director of Development & Engagement  

 

Criteria – Qualifications Essential/Desirable How is it assessed? 

 
Degree in a related subject 

 
Desirable 

 
Application form 
and interview 

 
Qualifications in web-based technologies 

 
Essential 

 
Application form 
and interview 

Criteria – Special Knowledge and Training Essential/Desirable How is it assessed? 

 
Familiarity with business process mapping 
techniques 

 
Essential 

 
Application form 
and interview 

 
Extensive knowledge and familiarity with 
current PC desktop hardware and 
software, including Microsoft Windows 7, 
Microsoft Office 2010, and the most 
commonly used web browsers. 

 
Essential 

 
Application form 
and interview 

 
Extensive knowledge of creating and using 
databases such as MySQL 

 
Essential 

 
Application form 
and interview 

 
Extensive knowledge and experience of 
writing SQL scripts and report writing 

 
Essential 

 
Application form 
and interview 

 
Knowledge and awareness of the Moodle 
VLE product 

 
Desirable 

 
Application form 
and interview 

 
Knowledge and experience of working with 
ProSolution and other ProSuite 
applications 

Desirable 
Application form 
and interview 

 
Knowledge and experience of working with 
management information systems within 
an education setting 

Essential 
Application form 
and interview 

 
Ability to produce technical documentation 

 
Essential 

 
Application form 
and interview 
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Knowledge of web applications for use on 
portable devices e.g. Java for Android 

Desirable Application form 
and interview 

Criteria – General skills & experience 
required 

Essential/Desirable How is it assessed? 

 
Experience of frontline user support 

 
Essential 

 
Interview 

 
The ability to work calmly and flexibly in 
order to meet tight deadlines and budgets 

 
Essential 

 
Application form 
and interview 

 
The ability to communicate effectively, and 
the ability to liaise with all staff 

 
Essential 

 
Application form 
and Interview 

 
Experience of working or volunteering in an 
education environment 

 
Essential 

 
Application form 
and interview 

 
The ability to follow and interpret agreed 
policies and procedures 
 

 
Essential 

 
Interview 

 
The ability to work effectively under own 
initiative as well as working as part of a 
team. 

 
Essential 

 
Application form 
and interview 

 
A logical and pragmatic approach to 
problem solving. 

 
Essential 

 
Interview 

 
Excellent customer service skills 

 
Essential 

 
Application form 
and interview 

Criteria – Personal Qualities Essential/Desirable How is it assessed? 

 
Excellent written and verbal 
communications skills  

 
Essential 

 
Application form 
and interview 

 
The ability to demonstrate excellent 
organisational and time management skills 

 
Essential 

 
Application form 
and interview 

 
The ability to demonstrate a high level of 
discretion 

 
Essential 

 
Interview 

 
Confidence in dealing with staff and 
colleagues 

 
Essential 

 
Interview 

 
A flexible approach to work and the ability 
to undertake out of hours work if required. 

 
Essential 

 
Interview 

 
The ability to demonstrate a commitment to 
the protection and safeguarding of children 

 
Essential 

 
Interview 
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and vulnerable adults' under the 
responsibilities of the role. 

Criteria – Personal Motivation Essential/Desirable How is it assessed? 

 
The ability to demonstrate a commitment to 
continued professional development  

 
Essential 

 
Application form 
and interview 

 
The ability to demonstrate a commitment to 
the ethos of continuous improvement 

 
Essential 

 
Application form 
and interview 

 
A willingness to attend training courses 
and network meetings 

 
Essential 

 
Application form 
and interview 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


