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KEY INFORMATION SHEET FOR DATA MANAGER AT OLIVE AP ACADEMY THURROCK

This sheet sets out the key information for any candidates applying for the post of Data Manager.  Please read this information carefully and retain this sheet for reference during the application process.

Application process:
[bookmark: _GoBack]Applicants must complete the application form and submit it to the academy by no later than 6.00pm on the closing date of 30th October 2017.  All applicants are strongly advised to read the job description and person specification for the post prior to submitting their application.

Selection process:
Applications will be ranked against the person specification for the role.  
All shortlisted applicants will be subject to:
1. A face to face interview with the selection panel (which consists of Jo Hill, Headteacher at Olive AP Academy Thurrock, Eileen Hinds, Director of Academy Standards and Effectiveness, John Jones, School Improvement Executive).  
2. Data exercise, technical interview

Shortlisted candidates:
Applicants who have been shortlisted for the post will be notified by 2nd November 2017.  
The academy will only contact shortlisted applicants and therefore if you have not received any communication from the academy by this date your application has not been successful on this occasion.
Prior to the interview date referees will be contacted to request references on all shortlisted candidates.  

Interview date:
Interviews will be held at Olive AP Academy Thurrock during the week commencing 6th November 2017.  Please note the academy does not reimburse candidates for interview expenses.

Key Information for candidates regarding terms and conditions

Place of work
You are classed as support staff and you will be based at Olive AP Academy Thurrock.  You may be required to travel between sites from time to time for the proper performance of your duties.


Hours of work
You will be required to work 22.5 hours per week term time + 4 weeks in the school holidays. 

Notice period
Your notice period is one month and must be given in writing to your line manager. 
The trust notice to you is determined as follows:
· One week’s notice for service between one month and two years; or
· One week for two years’ service and each year of service after this (up to 12 weeks maximum) 
[bookmark: a782288]
Pension 
You are entitled to join the Local Government Pension Scheme (www.lgps.org.uk) upon appointment unless you choose, or have already chosen, not to.  You will be entitled to any benefits for which you qualify under the Local Government Pension Scheme.  If you wish to obtain more information about the Local Government Pension Scheme or are considering opting out of the Scheme (or seek details of whether you can join if you are part-time) you should in the first instance approach the Finance Manager.

Pay
This post is paid on Pay Scale PO1.
 
Employees are paid monthly in twelve equal months per year. 
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