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DATA MANAGER PERSON SPECIFICATION

Experience/Qualifications/Training:

	Educated to GCSE level or equivalent (Maths and English)
	Essential
	Application form/Interview

	Further, relevant post-16 study
	Desirable
	Application form/Interview

	Previous experience in a similar role
	Desirable
	Application from/Interview



Skills, Competency and Knowledge:

	Working knowledge and experience of computerised management information systems, particularly SIMs
	Essential
	Application, Form/Interview

	A high level of understanding of data management and its complexities
	Essential
	Application, Form/Interview

	Sound knowledge of data management
	Essential
	Application, Form/Interview

	To have the ability to communicate effectively, professionally and confidently at all times developing good relationships with stakeholders
	Essential
	Application, Form/Interview

	To have the ability to multitask and prioritise effectively, recognising matters which require urgent attention, whist adhering to predetermined instructions/deadlines
	Essential
	Application, Form/Interview

	Analytical and problem-solving skills
	Essential
	Application, Form/Interview

	Excellent ICT skills and ability to effectively operate various software packages and information technology systems
	Essential
	Application, Form/Interview

	Good communication skills, for effective interaction with other staff colleagues and key stakeholders
	Essential
	Application, Form/Interview

	At least 3 years relevant experience including managing school data and information systems
	Essential
	Application, Form/Interview

	Experience of working to strict deadlines
	Essential
	Application, Form/Interview

	Experience of working as part of a wider team
	Essential
	Application, Form/Interview

	Developing Self and Others - Ability to question and request appropriate training and development that links to the post, to seek opportunities that add to skills and knowledge and to respond positively to opportunities that arise. To support others’ learning and share learning with others
	Essential
	Application, Form/Interview

	Health and Safety - The ability to identify risk to self and others when undertaking work activities and appropriate actions needed to minimise risk
	Essential
	Interview

	Confidentiality - To acknowledge the need to maintain confidentiality at all times and to become aware of the National, Council and school/setting policies on Confidentiality, and the management and sharing of information
	Essential
	Interview



Personal Qualities:

	Willingness and ability to uphold, support and enrich our Catholic values and bring our Mission Statement to life
	Essential
	Application form/Interview

	Practicing Catholic who contributes to the liturgical life of their school and/or parish
	Desirable
	Application form/Interview

	To have a love of and enthusiasm for learning
	Essential
	Application form/Interview

	Professional role model for both pupils and staff
	Essential
	Application form/Interview


Personal Style and Behaviour:

· [bookmark: _GoBack]Tact and diplomacy in all interpersonal relationships with colleagues and stakeholders
· Being solution focused.
· Seeing the best in people and situations.
· An approach that is hopeful, humorous, compassionate, rigorous and solution-focussed
· Contributes to a positive, collaborative environment and helps build rapport with colleagues and students.
· Self-motivation and personal drive to complete tasks to the required timescales and quality standards
· The flexibility to adapt to changing workloads demands and new school challenges
· Personal commitment to ensure that services are equally accessible and appropriate to meet the diverse needs of the service users
· Personal commitment to continuous self-development
· Personal commitment to continuous school improvement
· Personal commitment to the school’s professional standards, including dress code as appropriate.
· Be willing to consent to and apply for an enhanced disclosure check to the DBS (Disclosure and Barring Service)
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