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PERSON SPECIFICATION: DATA & ASSESSMENT MANAGER

Key to assessment method: A= Application, I= Interview Process, R= References and T=Task 

	Experience, Skills, Knowledge and Understanding 
	Essential
	Desirable
	Assessment 

	Has a good honours degree
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	AIR

	Is able to manage large data bases, using the functionality to be able to create reports or adjust/develop input screens. Use system tools and functions
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	Has excellent working knowledge of Microsoft Office packages including Outlook, Word, Excel and PowerPoint with excellent keyboard skills
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	ART

	Is able to use the Internet effectively and efficiently, including uploading and downloading data files. 
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	AR

	Has relevant knowledge and experience of data management (preferably in a school context)
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	AIR

	Has good literacy skills
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	AR

	Is prepared to undertake professional training necessary to carry out the role effectively
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	AIR

	Has a detailed knowledge of the CAPITA SIMS (School Information Management System) software
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	AI

	Leadership skills
	Essential
	Desirable
	Assessment 

	Is able to lead and motivate the team
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	AIR

	Has good interpersonal, organisational skills and attention to detail
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	AIR

	Is able to prioritise own workload and that of the data team
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	AIR

	Is able to develop good working relationships with a range of stakeholders
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	AIR

	Is a strong ‘team player’ 
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	AIR

	Is able to develop your team and empower them to take the initiative
	[image: See full size image]
	
	AIR

	Shows evidence of ‘going the extra mile’
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	AIR

	Decision Making 
	Essential
	Desirable
	Assessment 

	Is confident to use own initiative when working on tasks enabling independent working
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	AIR

	Has an understanding of when to consult, make decisions and defer to others. 
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	AIR

	Communication and Self Management Skills 
	Essential
	Desirable
	Assessment 

	Has the ability to communicate effectively with a wide range of different people and organisations. 
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	AIRT

	Is able to plan, organise, prioritise and manage their own personal time effectively 
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	AIR

	Is highly organised, works well under pressure and can react well to changing priorities. 
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	AIR

	Will actively engage in training activities and take responsibility for his/her own professional development
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	AIR

	Personal Attributes 
	Essential
	Desirable
	Assessment 

	Has excellent time management and multi-tasking skills with the ability to work accurately, under pressure and to tight deadlines. 
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	AIR

	Is committed, resilient, robust, resourceful, keen and enthusiastic when carrying out tasks
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	IRT

	Has an excellent record of punctuality, attendance, reliability and integrity
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	R

	Remains calm and focused, particularly when facing difficult and challenging situations
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	IR

	Can demonstrate the ability to work independently or within a team environment and is able to motivate people
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	AR

	Has the ability to work flexibly and in a responsive way with tact, discretion and confidentiality
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	R

	Knowledge of the general data protection regulations
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	AI

	Knowledge of the child protection policy
	
	[image: See full size image]
	AI
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