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PERSON SPECIFICATION

JOB TITLE:  Assistant Data Manager

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications and Training
	[bookmark: _GoBack]GCSE or equivalent to Grade C or above in English and Maths

Good office / keyboard skills.

Literacy and numeracy skills 

High level ICT skills, with advanced skills in relevant areas (spreadsheets/Excel type systems) including all MS Office packages and information management systems.

	Level 3+ qualifications

Good experience working in a secondary school (ideally at least three years experience).

Good knowledge and experience of SIMS and associated modules.


	Competence Summary (Knowledge, abilities, skills, experience)
	Good experience of office and administrative duties
 
Understanding and knowledge of effective data management strategies 

Experience of the establishment and maintenance of record systems.

Good communication skills both verbally and in writing.

Good understanding of and ability to use relevant technology, equipment and ICT packages.

Analytical skills 

Knowledge of relevant policies/codes of practice and awareness of relevant legislation.

Able to work constructively as part of a team and work on own initiative.

Able to plan, organise, prioritise and work to completing deadlines.

	Experience of working in a learning environment.

	Work-related Personal Requirements
	Suitability to work with children/young people.

Able to communicate well, both orally and in writing, with others, including young people and other adults.

Remain calm in challenging and pressurised situations.

Work wells independently and as part of a team.

Plan time effectively and meet deadlines.

Strong commitment to equality of opportunity.

Strong commitment to own continuing professional development and learning and that of others.

Conveys high professional standards and a strong sense of personal fulfilment and achievement.

Positive outlook and approach. 

Ability to maintain strict confidentiality of information received and processed as part of the job role.

	

	Other Work Requirements
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