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Measurements:  A=Application, I= Interview, R=Reference, T=Task

Training and Qualifications

	Appropriate Data / IT qualifications and/or significant experience in a similar or relevant field
	A
	E



Experience

	· Hold relevant IT qualifications and have a technical understanding of data management.  
	A,I,R
	E

	Experience in the use of MIS within an educational context is essential, as is experience of using Microsoft packages (in particular, a comprehensive working knowledge of Excel).
	A,I
	E

	Experience of managing change and implementing new systems, procedures & controls
	A,I
	E

	Ability to proficiently use office computer and MIS software including word-processing, spreadsheets, database and internet systems
	A,I
	E

	Ability and knowledge to produce data targets, reports and statistical summaries
	A,I
	E

	The ability to interpret, analyse and disseminate information in a range of different media to all levels of staff.
	
	




Knowledge

	Knowledge of data management and reporting requirements within the education sector
	A,I
	E



Skills and Abilities

	Ability to build and form good relationships
	A,I,R
	E

	Ability to work constructively as part of a team, understanding academy roles and responsibilities including own
	A,I
	E

	Initiative and ability to prioritise one’s own work and that of others to meet deadlines
	A,I,R
	E

	Able to follow direction and work in collaboration with the Senior Leadership Team
	A,I,R
	E

	Able to work flexibly and respond to unplanned situations
	A, I,R
	E







Personal Aptitudes

	Excellent verbal and written communication skills appropriate to the need to communicate effectively with colleagues, students and other professionals with ability to maintain strict confidentiality
	A,I,R
	E

	A diplomatic and patient approach
	I,R
	E

	A willingness to seek specialist advice and awareness of where to seek it
	I,R
	E

	Commitment to the academies’ ethos, aims and its community
	I
	E
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