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PERSON SPECIFICATION

	Post Title:
	Data and Assessment Manager




	
	Criteria
	Category
	How Assessed


	Education & Qualifications

	· Degree level qualification
· Mathematics and English to GCSE  A* to C or equivalent
· First aid certificate
· Willingness to undertake first aid certificate
	D
E

D
E

	
Application Form/Interview

	Knowledge & Experience

	· Experience of working in a secondary school environment
· Demonstrate a proven track record of competency and accuracy in the use of ICT systems and data management, with particular emphasis on the use of Microsoft excel spreadsheet, mail mergers and database management (preferably SIMS).
· Experience, knowledge and understanding of the assessment data required within a school environment.
· Experience of managing and organising staff

	D

E




E


E
	

Application form, interview and references

	Skills &
Abilities

	· High level of accuracy and ability to work under pressure and to deadlines.
· Good communication skills, for effective interaction with service users, colleagues, external educational agencies and members of the public.
· Ability to exchange complex information with different audiences.
· Experience of developing plans and strategies for future implementation.
· Demonstrate self-motivation and a desire for excellence.
· Show sound time management skills and an ability to prioritise workload to meet deadlines.
· Have the ability to work with limited supervision and utilise their initiative.
· Have the ability to manage, organise and motivate staff.
· Have high expectations of themselves and the quality of their working.
· Demonstrate the flexibility to adapt quickly to rapidly changing circumstances.
· Have strong inter-personal skills and the ability to work as part of a team. 

	E

E


E

E

E

E

E

E

E

E


E

	





Interview, selection exercises and references

	Work 
Circumstances

	· Willingness and aptitude to continuously develop knowledge of the subject area and undertake further development opportunities 
· To work flexibly as the workload demands
· Commitment to equal opportunities
· Display an awareness, understanding and commitment to the protection and safeguarding of children and young people. 
	E


E
E
E


	

Interview and References
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