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Data Analyst with an Overview of Cover

PERSON SPECIFICATION

PROFESSIONAL CHARACTERISTICS
The post holder will be required to show a commitment to the school’s aim of success for all by providing a high standard of commitment to students within the School, in supporting their educational requirements.  They will be a key member of the support team.

	Criteria 
	Essential 
	Desirable

	Skills knowledge and abilities



	
Extensive working knowledge of Arbor (or another MIS System) 

Attention to detail and the ability to present data in a user-friendly format

Confident in using spreadsheets & manipulating large data sets
An attention to detail

Ability to work to deadlines and liaise appropriately with staff, at all levels, in order to support the sue of data for learning across the school

High level of personal drive and energy 

Receptive to new ideas and change 

Be able to respect the confidentiality required of this post 

Be driven to bring about continuous improvement in your professional career and seek new challenges

Be able to demonstrate a commitment to sharing the passion and knowledge to others 

Have the ability to work well under pressure 

Have honesty & integrity 
Be able to work alone and within a team 

Have patience

Able to use own initiative to deal with situations as they arise, acting in line with school policies and instructions

A friendly, co-operative approach to staff and students 

Willing to work flexibly in terms of job roles and responsibilities 

Promote and gives a positive image of the school

Have a good attendance and punctuality record 

Have a good sense of humour Possess strong communication skills 

Have excellent literacy, numeracy and IT skills 

Be able to prioritise their workload 

Be willing to learn and flexible 
Be unafraid of taking on new challenges


	
Have previous experience of working in a similar role, computer, numerical skills and sound keyboard skills

Relevant training on Assessment Manager and Profiles is an advantage, but a commitment to undertake training in these areas is essential

First aid qualification (training will be provided)

	Education
	A good standard of literacy and numeracy

A good standard of literacy and numeracy


	Educated to GCSE level







PERFORMANCE MANAGEMENT 
· Performance management assessment will be based on the responsibilities listed above and judgements will be made against these within the agreed time scale, as part of the school’s performance management cycle.   

EQUALITY OPPORTUNITY 
· The postholder will be expected to undertake all duties in the context of and in compliance with the school’s equal opportunities policies. 
 
SAFEGUARDING CHILDREN 
· The school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful candidate will require an enhanced DBS clearance
December 2023
image1.png
Mayfield School

being the best that we can be




