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Job Description
Job Title: Education Systems Officer 
Reporting To: Digital Care and Systems Implementation manager
Location: Home - With travel to education services (UK wide)
Job Overview
This role will maintain an overview of all systems used across education sites, identifying opportunities to streamline usage, reduce duplication, and promote consistency. They will work closely with education leaders and central teams to ensure systems are used to their full potential, 
This role will also lead or support training, implementation, and adoption of new or existing systems across the organisation. Strong communication skills, the ability to build relationships, and a solid understanding of education processes are essential.
A key part of the role will be to ensure the effective use, implementation, and ongoing support of Education Management Information Systems (MIS), alongside other education systems such as safeguarding and Assessment Framework software, as well as the organisation’s Care and Compliance system across all sites.
The role will require the development of a strong working knowledge of these platforms and the ability to support education teams with day-to-day tasks relating to data quality, compliance workflows, reporting, and system best practice.
This is a hands‑on role requiring excellent communication, strong digital understanding, and the ability to support and train staff across a range of technical abilities.
Job Responsibilities
This document outlines the duties required at the current time to indicate the level of responsibility. It is not a comprehensive or exhaustive list and may vary to include other reasonable requests as directed by the Head of Business Intelligence or Head of Digitisation & System Implementation which do not change the general character of the job or the level of responsibility entailed.

Key Responsibilities

MIS Oversight & Development
· Maintain an organisational overview of all MIS systems used across education sites (e.g., Arbor, Databridge), including local variations, modules in use, and data standards.
· Monitor and review system usage across sites, identifying duplication or opportunities for consolidation or enhanced use.
· Work with education leaders to promote full utilisation of MIS features that support operational efficiency and compliance.
· Support the long‑term strategy for standardising and optimising MIS usage across the organisation.
System Implementation & Onboarding
· Support the implementation and configuration of MIS and digital systems for new education services joining Salutem.
· Assist with data migration activities, system setup, permissions, and alignment with organisational standards.
· Deliver structured onboarding plans and training for newly onboarded sites.
Training, Guidance & User Support
· As required deliver high‑quality training for Systems such as Arbor, Databridge, Nourish and others to staff of all levels.
· Create and maintain user documentation, guidance materials, and training resources.
· Provide ongoing support, troubleshooting, and advice for system users across education sites.
Care & Compliance System (Nourish Better Care)
· Develop strong working knowledge of Nourish Better Care, including reporting, data entry, workflows, compliance checks, and configuration.
· Support education teams with day‑to‑day tasks related to Nourish, ensuring accurate, timely data and effective use of system features.
· Assist in rolling out Nourish across new education services where required.
· Work collaboratively with the wider Systems team to ensure Nourish is used consistently and effectively across all relevant sites.
Quality, Processes & Data
· Support data quality and accuracy across systems, identifying errors or inconsistencies and helping teams correct them.
· Assist with the preparation and maintenance of governmental education statistics, including support with compiling and validating data for the Individual Learner Record (ILR) returns, ensuring accurate and compliant submissions.
· Promote standardised processes and system best practices across all education services.
· Contribute to digital transformation and continuous improvement projects within the Education and Digital Care teams.
General
· Work collaboratively with education leaders, administrators, digital teams, and external suppliers.
· Undertake any additional duties commensurate with the role.
· Deliver intuitive reporting solutions and processes for end users of all technical abilities, supporting both operational teams and central services.
· Undertake any other duties commensurate with the role as designated by your line manager.

This is an indicative job description and should not be seen as all encompassing, and the post holder will be expected to undertake any other responsibilities appropriate to the post as identified by the company.
Our Values
-We are Supportive by promoting opportunities for everyone so they can reach their full potential
-We are very Ambitious to provide the best possible outcomes for the people who use our services
-We are Loyal because we put the people that we support and our staff at the centre of everything we do, and we deliver on our promises. We also are committed to ensuring that our services are meeting the needs of all stakeholders
-We are Unique because we are ambitious and innovative about the diversity of the services that we provide without compromising quality
-We are Transparent by being open, honest and fostering a culture of mutual respect. We promote a culture where we learn by our experiences, and we are committed to doing things better and setting the highest standards in what we do
-We are Engaging because we work in partnership with the people that we support, our staff and all our stakeholders
-We encourage everyone to experience a Meaningful life by being aspirational and by offering opportunities


Person Specification

	
	Required
	Desirable

	Qualifications
	Relevant qualification in education, data administration, IT, or equivalent experience
	

	[bookmark: _Hlk216085781]Knowledge and Experience
	· Understanding of administrative processes to statutory reporting 

· Understanding of delivering training or supporting system users 

· Understanding of Implementing new system or new locations

· Understanding of data protection and GDPR 

· Experience of operational system support across multiple sites 

· Knowledge and Understanding of the benefits of digital transformation 

· Experience working in environments with people of different need levels

	· Experience with Digital Transformation within an Educational setting

· Experience of Training and implementation of MIS systems (Databridge and Arbor preferable)

· Understanding of education administrative processes and statutory reporting (attendance, assessments, safeguarding logs, behaviour, EHCPs, timetabling

· Understanding of data protection and GDPR in an education / care setting 

· Experience of operational support of Educational systems across multiple sites 

· Experience working across SEND or specialist education environments


	Skills and Competencies
	- Strong analytical and problem-solving skills

- Proficient in Microsoft Office packages

- Excellent written and verbal communication skills for technical and non-technical audiences

- Demonstrates leadership potential and ability to motivate 

- Confident decision-maker under pressure

- Commitment to continuous improvement and high standards

- Ability to build strong relationships within business, and external partners

- Resilient, adaptable, and solutions-focused

- Acts with integrity, professionalism, and business-centred value

- Ability to document processes and provide / generate clear guidance 

	- Experience supporting data-driven transformation

- Experience supporting data migrations

- Ability to analyse data and produce evidence-based reports for management

- Experience delivering training to varied audiences remotely and Face to Face

	Personal Attributes
	- Ability to be flexible, respond positively to change, and work effectively under pressure and deal with conflicting priorities

- Ambitious for the company and the teams they interact with

- Excellent interpersonal skills, ability to communicate effectively with internal and external stakeholders 

- Ability to form positive relationships with colleagues and other professionals.

- Sensitivity and understanding of access, inclusion, discrimination and health and wellbeing issues

- Open to travel as and when required

-  Ability to work as part of a team and independently
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