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Person Specification:  Assistant MIS Manager
This person specification will be used in shortlisting and interviewing to select the best candidate. Each applicant should, therefore, address the person specification in his/her written application and where appropriate you should give examples of how you meet the criteria.

	
	Essential
	Desirable
	Method of Assessment

	Experience
	
	
	

	Experience of working with MIS (Civica) or equivalent MIS systems for a minimum of two years
	(
	
	Application, Interview



	Experience of working in an educational establishment
	
	(

	Application, Interview

	Experience of developing and training others in use of software and systems
	
	(

	Application, interview

	Skills and Knowledge
	
	
	

	Advanced skills in using MS Office (Excel/Access) to analyse and present data
	(

	
	Application, Interview

	Knowledge and experience of Microsoft Visual Basic for Application 


	
	(

	Application, Interview

	Very good knowledge and experience of SQL.
	(

	
	Application, Interview

	Knowledge and experience of Microsoft SQL Server 
	(

	
	Application, Interview

	Knowledge and experience of SQL Server Reporting Services 
	
	(

	Application, Interview

	Knowledge and experience of Power BI


	
	(

	Application, Interview

	Knowledge of the Sixth Form College environment and how this is supported by the MI System
	
	(

	Application, Interview

	Experience of data and statistical analysis to identify key information and trends.
	(

	
	Application, Interview

	Experience of working with national and local data online, data portals to make data returns
	
	(

	Application,
Interview

	The ability to recognise and appreciate the confidential nature of some work undertaken
	(

	
	Interview

	Ability to empathise with 16–19-year-olds within a college situation
	
	(

	Interview

	An understanding of funding and of funding developments in post 16 education
	
	(

	Application, Interview



	Ability to plan and prioritise a demanding and changeable workload
	(

	
	Interview

	Ability to adapt quickly to new environments/technologies
	(

	
	Interview

	Ability to meet deadlines and work under pressure
	(

	
	Interview

	Evidence of commitment to Continuous Professional Development 

	(

	
	Application, Interview

	Knowledge of the Data Protection Act
	(
	
	Application, Interview



	Qualifications
	
	
	

	A relevant degree level qualification or equivalent in an appropriate subject
	
	(
	Application, Interview

	Attitude and Impact
	
	
	

	Ability to deliver a clear vision for MIS to support the College’s Strategic Objectives
	(

	
	Application, Interview

	Positive and Enthusiastic
	(

	
	Interview

	A flexible and problem-solving approach 
	(

	
	Application, Interview

	Smart in appearance and manner
	(

	
	Interview

	An excellent record of punctuality and attendance
	(

	
	Application, Interview

	A readiness to undertake a wide range of tasks 
	(

	
	Interview

	Ability to work outside normal office hours on occasions
	(

	
	Interview

	In sympathy with the Catholic ethos of the College, including a commitment to co-operation and helpfulness and a concern for the well-being of others
	(
	
	Interview

	Personal
	
	
	

	Enhanced DBS Disclosure Clearance *
	(
	
	Pre-employment check

	Medical Clearance *
	(
	
	Pre-employment check

	Ability to meet the requirements of the Asylum and Immigration Act (to be legally employed to work in the UK)
	(

	
	Interview

	* both will follow an initial offer of employment
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