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PERSON SPECIFICATION

SIMS and Data Manager
	
	Essential Criteria
	Desirable Criteria
	Form of assessment

	Qualification and Training
	Appropriate qualification/Work experience
	Graduate
	Application Form/References/Proof at interview


	Experience
	· Excellent analytical

skills and ability to present qualitative & quantitative data
· Advanced knowledge of MS Excel and SIMS in particular the Assessment Manager and Exams modules
· Problem solving skills, able to think creatively and ‘out of the box’
· Very good written and oral communicator
· Very good organisational skills, self-managing

· Able to deal with people at all levels – from a senior level in business to a Yr 7 student
· Attention to detail
· Advanced level ICT skills
· Proactive, self-motivating
· Able to work on own initiative, unsupervised and as part of team
· Good time management, able to deal with time pressures & deadlines
· Project management
· Well presented


	
	Application form/job history

Application form/references

Application Form/reference/interview

Application Form/reference/interview

Application Form/reference/interview

Application Form Interview

Written task

Written task
Interview



	Skills, Knowledge and Aptitude
	· Understand and support the ethos of this school
· A commitment to equality of opportunity for all
· Record of very good attendance and punctuality
· Ability to work as a member of a team and to use your initiative

· Ability to prioritise, meet targets and deadlines

· Has up-to-date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people.

· Displays commitment to the protection and safeguarding of children and young people.

· Values and respects the views and needs of children and young people.

· Respects and values the different experiences, ideas and backgrounds others can bring to work and to teams.

· Is resilient and demonstrates ability to work well under pressure. Manages time effectively.

· Is willing to work within organisational procedures, processes and to meet required standards for the role.

· Is committed to continual personal and professional development. Is reflective and learns from past experiences.


	
	Interview

Interview
Reference

Reference

Reference/Interview
References/CPD
References/Interview

References/Interview

References

References

Interview/references

References/CPD


	Please note:  St. Anne’s Catholic High School is a split site school and you may be required to work on both sites.

All schools in Enfield are committed to safeguarding and promoting the welfare of children and young people.  Therefore, all employees working at this school are expected to share this commitment.




ST. ANNE’S CATHOLIC HIGH SCHOOL FOR GIRLS         


Headteacher:  Mrs S Gilling


�Tel:  020 8886 2165					


Fax: 020 8886 6552
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