
Person Specification – Data Manager
	Criteria
	Essential
	Desirable

	Qualifications
	· GCSE/Level 2 (or equivalent) English
        (A, D)
· GCSE/Level 2 (or equivalent)
        mathematics (A, D)
 
	· A Level / Level 3 (or equivalent) qualification in ICT/Business Administration (A, D)

	Experience
	· Microsoft Office Suite power user, particularly Excel (A, I, R, T)
· Proven database experience with emphasis on reporting, information management, analysing trends and recommending data presentation
(A, I, R, T)

· Experience of working in a busy office environment (A, I, R)

· High level of competence using the internet, word processing (A, I, T)

· Self-managing and proactive capability
(A, R)

	· Experience of using ‘My Child At School’ software (A, I)
· Experience of supporting leaders in implementing change (A, I, R)

· Experience of leading others
(A, I, R)

· Performance Management of team members (A, I)

· A good understanding of the examination process and adhering to exam compliance, procedures and codes (A, I)

	Skills and Knowledge

	· Excellent literacy skills (A,T)

· Advanced analytical and statistical skills (A, T)

· Problem solving skills (A, I, T)

· Effective social media (A, I)

· Excellent ICT skills and in particular a command of spreadsheets and ability to work with mathematical formula (A, I, T)

· Good written and verbal communication skills: able to communicate effectively and clearly with a range of staff, students and parents (A, I, T)

· Ability to make high quality reasoned decisions based on available information (I, T)

· Resilience and the ability to deal with fluctuations in work load (I, T)

· Efficient, accurate and excellent attention to detail (I, T)

· Excellent research skills ( I )

· Excellent organisational skills (I, T)

· Ability to work constructively as part of a team, understanding school roles and responsibilities (I, R)
	· Skilled user of Adobe Suite or other web publishing products, Dreamweaver, Photoshop Bromcom or SIMS (with particular skills in Bromcom) (A, I, T)

· Ability to take composed photographs ( I )

· Evidence of keeping up to date with data systems and technology / online systems ( I )

· Knowledge of national assessment systems and current changes ( I )




Person Specification – Data Manager

	Criteria
	Essential
	Desirable

	Personal Qualities


	· Reliability and punctuality (I, R)
· Initiative (I, R)

· Ability to work consistently with the policies and procedures of the school ( I )

· Commitment to succeed and to see others succeed.  Commitment to further development of self and others ( I )

· Ability to work well with colleagues as a supportive team player (I, R)

· An enthusiastic, positive, encouraging presence ( I )

· Confidentiality ( I )

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people (I, R)

· Sense of humour, resilience and resourcefulness (I, R)

· Imagination, innovation and initiative ( I )

· Willingness to support the broader work of the school eg, involvement in extra-curricular activities, trips or visits ( I )


	



The post is subject to enhanced CRB clearance.
Key: 
A = Application
I = Interview

R = Reference
D = Document
T= Task


