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	Data and Exams Officer

 Person Specification

Rugby Free Secondary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.




	
	Essential

It is essential candidates

can provide evidence of:
	Desirable

It is desirable candidates can provide evidence of:
	How assessed

	Qualifications
	Educated to A level standard or level 3


	Degree in related area.

	   App/Doc



	Experience/

Skills
	High degree of computer literacy

Excellent knowledge of software used in analysing and presenting data, with  ability to learn new programmes

Ability to understand, analyse and make effective use of a wide range of data, especially focusing on detail and accuracy 

Ability to be analytical whilst using own initiative

Experience in an education setting

Ability to work without supervision and confidence in own work.

Passion for high standards in all tasks

Self motivated and relentless drive for excellence

Examples of good practice

Ability to respond under pressure 

Ability to develop own CPD
	Experience of working as part of a Multi Academy Trust

Familiarity with the different types of data collected and used in schools

Proactive approach to identifying ways to help data users make more effective use of data

Knowledge of wider school operations

Have knowledge of SIMS ideally Assessment Manager, Exams Module, Profiles, SIMS Discover, Nova T6


	App/ Int/ Ref



	Written Application
	A well constructed legible application, which outlines appropriate skills and strengths.
	
	App



	Relationships
	An ability to establish good working relationships.


	 Experience of working with senior level staff
	App/Ref



	Equal Opportunities
	A commitment to equal opportunities.
	Examples of good practice from own experience.
	App/ Int

	Health & Appearance
	Excellent attendance particularly at critical times 

A willingness to dress professionally in accordance with the culture of the organisation.
	
	App/Med
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