PERSON SPECIFICATION

POST: DATA MANAGER 
	
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT



	APPLICATION
	· Well-constructed application form 
· 
	
	Application Form

	QUALIFICATIONS
	· 5 GCSE’s A*-C including Maths and English

· Degree or NVQ Level 5 equivalent qualification 
· Evidence of having undertaken continued and recent professional development
	· Graduate or studying towards degree 

· Evidence of willingness to pursue further professional study

	Application Form


	EXPERIENCE
	· Experience of developing and managing data related admin systems.
· Experience in collating, analysing and presenting data to different audiences
· Experience in the use of spreadsheets, especially Excel. 

· Have an awareness of the most important recent trends and developments in data management
· Experience of understanding the key issues facing schools


	· Experience of working in schools
· Experience of managing data

· Experience of managing staff

· Experience of 3rd party web based software packages e.g.SISRA
	Application Form
References

interview

	SKILLS AND ABILITIES
	· Sounds Knowledge of Sims (particularly Assessment Manager)

· IT literate, capable of using MS word/excel and office packages to an ‘expert’ standard.

· Highly developed organisational and analytical skills

· Excellent interpersonal and communication skills.
· Ability to be flexible and work to the cyclical nature of the school year

· Ability to prioritise workload

· Attention to detail
	· Able to respond to a changing and expanding environment in a positive and flexible manner

· Knowledge of Academic Management in Sims


	Application Form

References

Interview


	PERSONAL ATTRIBUTES
	· Enthusiastic, flexible, imaginative and having the ability to solve problems creatively

· Able to cope with stress and pressure
· Ability to manage work/life balance effectively
· Flexible approach to working time arrangements to meet service requirements

	
	References

Interview
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