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Data Manager
Person Specification
	
	CRITERIA

	Skills/Abilities
	· Excellent communication skills, both written and verbal
· Excellent administration and organisational skills

· High degree of computer literacy 
· Ability to produce highly complex and accurate data to inform school improvement priorities

· Ability to lead and hold others to account
· Ability to manage competing priorities effectively

· Highly analytical in approach to all tasks
· Ability to predicting future trends 

· Design data analysis models that are fit for purpose 

	Knowledge and Experience
	· Excellent organisational administrative procedures
· Excellent understanding of IT systems
· The ability to produce accurate work and to meet tight deadlines with minimal supervision
· Awareness of requirements for reports, deadlines and content on a termly and annual basis.
· Ability to communicate effectively and competently deal with a large of enquiries from staff, students, parents and external bodies.

· Be flexible, in relation to the hours worked. Being able to work to get the job done
· Good standard of numeracy and literacy
· Excellent interpersonal skills.

· Able to work accurately and with attention to detail.

· Able to analyse problems and use judgement to identify best practice.

· A strong knowledge of most or all of the following products & technologies

SIMS.net

4 matrix

NOVA T6

Discover

SIMS Learning Gateway

Microsoft Office including Excel formulas, macros and pivot tables

Exams Organiser

Schoolcomms administration

· A knowledge and experience of Exam board websites, i.e. e-AQA, OCR, Edexcel Online

· A knowledge and experience of running public examinations

· Experience of making statutory returns to National Bodies and the Local Authority, i.e. School Census, School Workforce Census

· Good knowledge of Timetabling maintenance or construction

· Experience of establishing new data and tracking systems for schools

	Education
	· Evidence of good literacy skills



	Equalities
	· To be able to demonstrate a commitment to the principles of 
Equalities and to be able to carry out duties in accordance with the 
Academy’s Equalities Policy

	Special Requirements
	· Commitment to high educational, professional and personal standards
· Understanding the importance of maintaining confidentiality
· A flexible approach to work
· Ability to manage a complex work load and work independently to tight deadlines

· Record of good attendance over the last 2 years
· An Enhanced Disclosure Barring Service check (criminal records check) will be requested in the event of a successful applicant
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