MINISTRY OF EDUCATION

NATIONAL EDUCATION INSPECTORATE

JOB DESCRIPTION
1.
JOB TITLE:

            Director, Research and Information Management
SECTION:

          
Research and Information Management
REPORTS TO:
Chief Inspector
SUPERVISES DIRECTLY:  Research Assistant
2.
JOB PURPOSE:

Reporting to the Chief Inspector, the Director, Research and Information Management is responsible for providing technical expertise and management to the research process; the incumbent will be required to use research protocols, methodologies and analytical tools to produce and present data analysis to inform policy decisions within the sector.    
3.
KEY OUTPUTS:
· Research agenda developed and executed

· National and thematic reports produced and disseminated

· Best practices documented and disseminated

· Feedback on the quality of the statistical content of individual inspection reports
4.
KEY AREAS OF RESPONSIBILITY: 
Management/Administrative

· Participates in the development of the strategic direction of the Inspectorate
· Leads and manages the work of the Research and Information Division in accordance with the strategic and operational plans of the Inspectorate
· Prepares and monitors the operational plan and annual budget for the Research and Information  Division

Technical/Professional
Research and analysis

· Manages baseline research to provide benchmarking of agreed indicators and targets.

· Maintains close contact with the Chief Inspector, Division Heads and the Ministry of Education to determine research needs and develops a research agenda
· Oversees implementation of the research agenda through quantitative and qualitative research and thematic/ subject evaluations to facilitate availability of a comprehensive body of relevant high quality and timely information on the sector by:
· contracting and/or development of collaborative agreements with research institutions to undertake selected research projects

· overseeing implementation of selected research projects

· overseeing and/or performing analysis of inspection data

· Defines the critical aggregated student performance and contextual data required for the inspection of schools and REA’s so that Inspectors can assess attainment and progress.    

· Develops protocols for data collection, manipulation and storage that will enhance the integrity of data sets.

· Manages the provision of relevant and analysed data for inspection of schools

· Manages the recording and analysis of data from inspections, surveys and evaluations

· Provides the Chief Inspector with data and analyses of data for the annual report and thematic reports

· Provides the Chief Inspector with analysed data  to form  the basis for advice to the Minister of Education on standards achieved by students, on school processes and on how schools are being managed 
Quality assurance

· Provides guidelines on the principles and standards for analysis of data for individual Inspection reports

· Oversees the statistical audit of individual inspection reports to verify the accuracy and reliability of data and analysis presented and identifies quality improvement interventions (e.g. training, revisions to data collection methodologies) to address  systemic weaknesses identified in the use of data in inspection reports

Human Resource Management

· Manages the staff of the section  by providing leadership through effective objective setting, delegation and communication, to enable the section to function effectively and efficiently
· Directs, guides, coaches and mentors staff
· Identifies training and developmental needs and collaborates with the Human Resource Management and Administration Division to ensure that the required training is effected
· Evaluates the performance of staff regularly and undertakes annual performance appraisals
· Motivates staff and promotes a high level of morale and team spirit
· Assists in recruiting staff and making recommendations for appointment, promotion, transfer, termination and disciplinary action where necessary
Other
· Performs other related functions assigned from time to time by the Chief Inspector

5.
PERFORMANCE STANDARDS

· Plans (operational plan, budget etc.) and reports (national, thematic, etc.) are comprehensive, accurate and submitted within the agreed timeframe

· Objectives and targets established in operational plans are met and activities are executed within budget

· Standards for statistical content of individual inspection reports are established, variances are identified 
· Effective leadership and guidance are provided for staff of the Division
· Development and welfare of staff in the Division are adequately addressed
· High ethical standards are maintained in the conduct of professional and personal business
6.
REQUIRED COMPETENCIES
Functional / Technical Competencies

· Excellent knowledge of research methodologies
· Sound project management skills and knowledge of Research Project development, design, implementation and evaluation 
· Competence in the use of statistical packages and database management systems

· Basic knowledge of current developments in computer technology

· Working knowledge of the relevant Acts and Regulations, including:  the Education Act, the Education Regulations, the Education Inspection Act and Regulations, the Child Care & Protection Act, the Access to Information Act, as well as the Ministry of Education’s policies, rules and regulations as well as those other Acts and Regulations concerned with the management of educational institutions and providers
· Excellent report writing, presentation, oral and written communication skills
Core Competencies

· Sound knowledge of strategic and operational planning 

· Sound knowledge of the principles and practices of management
· Excellent analytical and decision making skills

· Excellent problem solving skills 

· Good human relations skills to deal effectively with personnel at all levels

· Good skills in team work and co-operation

· Excellent time management skills

· Ability to demonstrate a high degree of professionalism and confidentiality 
7.
MINIMUM REQUIRED QUALIFICATION AND EXPERIENCE:
· MSc in Social Research and Statistics or related discipline

· At least ten (10) years experience in social research and statistics including at least five (5) years experience at the Executive Management level
8.
SPECIAL CONDITIONS 
· Normal office environment

Interested persons are invited to submit their applications with résumés, no later than Friday, June 18, 2010 to the address presented below:

Senior Director – Human Resource Management & Administration
Ministry of Education 

2- 4 National Heroes Circle, 

Kingston 4 
OR

Email: jobapplications@moe.gov.jm
We thank all applicants for expressing an interest; however, only shortlisted candidates will be contacted.
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