JOB DESCRIPTION

	Job Title
	FMS / MIS Consultant

	Grade
	PE MIS Consultant
	Salary
	£24,184-£28,918
(Pro-rata for Term Time only)

	Company
	Pennine Education Ltd
	Location
	Hollinwood Business Centre, Oldham, 
OL8 3QL

	Tenure \ Hours of Duty
	Permanent 

Full-Time 37 Hours per week

Term Time Only Plus 10 days option available 
	Other Details
	· 23 Days Annual Leave – rising to 25 Days


· Contributory Pension Scheme

· Business Miles paid at HMRC Rates


	Purpose and objectives of the role

	· Provide FMS and MIS Support to schools through Helpdesk, Telephone, Remote Support.
· Log and update Helpdesk calls, update customers and escalate calls where necessary either internally or with software suppliers.
· Understand and adhere to the companies support KPI’s.
· Excellent communication skills and be able to deliver high quality support, training, and consultancy to customers across a range of MIS modules including FMS.
· Advise and guide schools on school improvements and processes whilst promoting effective use of the schools MIS System.
· Play a full role in the co-ordination, implementation, production, and delivery of MIS training programmes using a variety of techniques including formal training delivery, seminars, on-site training and webinar sessions.
· Support schools in their completion of their Statutory Returns to the DfE.

· Test and implement new MIS products and upgrades.
· Liaise with third party supplier and partners.

· Help schools to realise the full potential of their chosen MIS.
· It is essential that applicants have some experience and understanding in the following areas:
FMS, Auto Reconciliation, Dinner Money, Equipment Register, Accounts Receivable, Personnel 7, SIMS or Bromcom or Arbor Core

Experience of dealing with the School Census, School Workforce Census and End of Year procedures would also be an advantage.

· Any other duties reasonably requested. 


	Main duties and responsibilities

	· To undertake the company induction process, including the completion of all on-line training courses, as directed by Senior Management.
· To follow and adhere to all company policies e.g., Health and Safety, GDPR and undertake all training as directed by Senior Management.

· To ensure customer phone calls and e mails are logged and prioritised in the company CRM software, Freshdesk.
· To ensure that all incidents and requests logged in Freshdesk are monitored, updated and the customer kept informed of progress until the call is resolved.
· To commit to undertake training and development in the additional MIS products supported by Pennine Education.
· To provide advice and guidance on any supported MIS systems e.g., SIMS, Bromcom, Arbor as directed by Line and Senior Management.
· Maintain and develop high quality support resources including user guides, training materials documentation and “how to” videos.
· Test and implement new MIS products and upgrades. 

· Advise and guide schools on school improvement whilst promoting effective use of the school’s MIS.

	Special Requirements

	· A professional, cheerful and clear telephone manner with a focus on excellent customer service skills

· Able to work as part of a team or individually.
· Ability to manage own work load.
· Good planning and organisational skills with the ability to work under pressure, multi-task and meet deadlines.
· Be able to demonstrate initiative, self-motivation and a willingness to learn.
· Excellent problem-solving skills
· Maintain an up-to-date knowledge and understanding of MIS and ICT related issues, particularly in their application in an educational field. 

· Accomplished use of Microsoft office as associated software packages
· Current driving licence and use of a vehicle as applicants must be prepared to travel to schools in the course of their duties 


