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	KING EDWARD VI HANDSWORTH 

SCHOOL FOR GIRLS

Data Manager

Person Specification


Please note that all criteria specified on this form will be used as guidance when shortlisting all applications and again at interview. Please ensure you provide evidence within your application giving examples where appropriate, as to how you meet the specified requirements for the job.

	Criteria
	Essential or Desirable

	Qualifications


	

	Good level of general education (Graduate).
	D

	Knowledge and Skills


	

	Experience of working in an Administrative Office environment using a variety of Management Information Systems e.g. SIMS.
	E

	Ability to analyse, interpret and present data effectively.
	E

	General administrative skills.
	E

	Ability to work on own initiative and with colleagues.
	E

	Ability to understand the range and type of qualifications available.
	E

	Ability to manage and train other staff.
	E

	Ability to work with teaching staff to coordinate information.
	E

	Ability to meet deadlines.
	E

	Accurate data entry skills using ICT based systems.
	E

	Personal Attributes


	

	Commitment to and belief in equal opportunities and equal values for all students.
	E

	Significant evidence of professional integrity.
	E

	Flexible approach to work and routines.
	E

	Commitment to academic and personal excellence.
	E

	Using effective verbal, written and interpersonal skills to communicate confidently at all levels, whilst maintaining good working relationships with a diverse range of people.
	E

	Ability to think strategically and to work collaboratively
	E

	Ability to prioritise and make decisions.
	E

	Ability to develop skills and undertake further professional training.
	E


