
 
 
 

Management Information System Lead (Management 
Information System) 
 
The College 
 
The College consists of two inter-dependent fee-paying schools within a single executive structure. 
The Senior School [13-18], founded in 1841, is the oldest of the Victorian public schools and is 
predominantly a boarding school of some 730 pupils, including a Sixth Form of approximately 300 
pupils.  
 
The Prep School is situated on the same campus as Cheltenham College in a beautiful setting with 
its own sports fields, lake and stunning views of Leckhampton Hill. Originally situated on the main 
College campus, it moved to its current site in 1908. The Prep is fully co-educational, day and 
boarding, and takes pupils from 3 to 13, with the majority preparing for Scholarships and Common 
Entrance for the College. There are approximately 400 pupils.  
 
Job Overview 
 
The MIS Lead manages the school management information system (iSAMS), supporting and 
improving the use of data to improve the teaching and administration across both schools. 
This position is ideal for someone enthusiastic about all things data with a desire to learn new skills, 
ideally with some previous experience working in a school and using a school MIS. You will enjoy 
the detail that comes with analysing and managing data as well as communicating and sharing 
knowledge. 
 
You will spend your time working with others to makes sure staff can use iSAMS, helping colleagues 
analyse their academic data and work on improving our reports, queries, graphs, dashboards, 
spreadsheets and databases. 
 
We are not expecting you to walk into this role with all the skills and knowledge you will need. The 
right aptitude and willingness to learn are more important as training will be provided. 
 
What you will focus on 

• Ensuring excellent customer support and advice and the smooth operation of iSAMS, in 
partnership with the IT Service desk. 

• Liaising with users, senior staff, iSAMS and IT staff to ensure the MIS continues meet the 
needs of the schools.  

• Assessing new iSAMS features with the aim of maximising opportunities to improve 
school MIS use. 

• Developing and maintaining an iSAMS knowledge base for administrative and 
maintenance procedures. 

• Ensuring adequate training and documentation is provided to all existing and new staff. 



 

• Ensuring bugs are fixed, work-arounds established, software upgrades implemented and 
iSAMS functions as expected.  

• Ensuring all necessary data is ready for the MIS roll-over for the next academic year at both 
schools. 

• Assisting others with the analysis of academic data, such as on examinations results day or 
the creation of custom queries. 

• Assisting the Informatics Manager in other data management and data governance related 
activities such as reference/master data management and data quality. 

• Creating and amending iSAMS report output templates, managing the work by iSAMS or 
doing directly using Visual Studio and SQL. 

• Developing your data analysis, Power BI and Filemaker skills, developing and maintaining 
the products produced by the Informatics team. 

• Maintaining a working knowledge of any third party systems linked to iSAMS and ensure 
optimal operation.  

Your previous experience is likely to include: 
• Working with, for, or liaising with an education institution. 

• Using an educational management information system. 

• In an ideal world you would have been an iSAMS system administrator. 

• Some knowledge of database administration and development would be useful. 

• Ideally you will have intermediate to advanced Microsoft Excel skills or willing to work 
towards this level. 

• Some previous experience with SQL would be useful. 

• Some knowledge of SQL Service Reporting Services (SSRS), Microsoft Sharepoint and 
Filemaker would be an advantage.   
 

To be successful, you will be able to: 
• Work well, communicate with, train and present information effectively to others. 

• Find, evaluate and manage information effectively. 

• Use numerical or mathematical techniques to calculate data or solve practical problems. 

• Think ahead and take an analytic and systematic approach to solving problems. 

• Achieve results through effective planning and organisation.  

• Act independently and sustain action to the required accuracy and completeness. 

• Take personal responsibility for the quality and timeliness of own work and for improving 
own performance. 

• Be flexible and adapt well to changes in business need, conditions and work 
responsibilities. 

• Abide by relevant legal, professional and organisational duties, laws, regulations, codes of 
conduct, standards and policies. 



 

• Make and sustain an ongoing commitment to learning and self-improvement and to 
acquire new knowledge or skills for work. 
These skills and specialist knowledge will include a wide range application, data, analytics, 
business intelligence, management and engineering best practices, such as ITIL. 

• Use different products such as iSAMS, SSRS, Power BI, Filemaker, Power Automate and 
Excel, to complete the assigned work and achieve results (with training). 

• Apply knowledge of specialised concepts and practices to the assigned work. 
 

In return you can expect 
• Salary: £26,910 to £31,102 (Salary Band E/F)  depending on experience. 

• Working hours: 37.5 hours per week although this can fluctuate depending on events so 
flexibility is therefore essential 

• School lunch available during term time. 

• Members of staff can use the College sports’ facilities (at staff allocated times). 

• Pension scheme available after satisfactory completion of probationary period. 

• Subsidised health scheme membership (Benenden) 

• Staff discounts at local businesses and retailers 
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