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 Person Specification : Data Manager

	Key: A = Application R = References I = Interview

	
	Essential
	Desirable
	Evidence

	SKILLS/ABILITIES
	

	Well developed IT skills with extensive knowledge of Microsoft Office
	Y
	
	A, R, I

	Proven database experience, with an emphasis on reporting
	
	Y
	A, R, I

	Excellent communication skills
	Y
	
	A, R, I

	Ability to work under pressure and meet deadlines
	Y
	
	A, R, I

	Ability to work on own initiative with minimum of supervision 
	Y
	
	A, R, I

	Highly motivated
	Y
	
	A, R, I

	Accuracy and attention to detail
	Y
	
	A, R, I

	Understanding of ICT systems used in schools including timetable and options process
	
	Y
	A, R, I

	QUALIFICATIONS/TRAINING
	

	Sound all round education including GCSE English and Maths or equivalent
	Y
	
	A

	Relevant ICT qualification
	Y
	
	A

	KNOWLEDGE
	

	Highly numerate with good analytical and interpretive skills and the ability to communicate data in a clear and effective manner
	Y
	
	A, R, I

	Evidence of good organisational and problem solving skills
	Y
	
	A, R, I

	EXPERIENCE
	

	A minimum of 2 years relevant experience
	
	Y
	A, R, I

	Experience of working within a team
	Y
	
	A, I

	Working within an educational environment
	
	Y
	A, R, I

	Supervising the work of others
	Y
	
	A, R, I

	CHARACTERISTICS
	

	Support for the Christian ethos of the school
	Y
	
	A, I

	Calm and patient when under pressure
	Y
	
	R, I

	Commitment to raise standards and to school improvement
	Y
	
	A, I

	Able to show initiative and work proactively to ensure the smooth running of data management within the school
	Y
	
	A, R, I 


