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Person Specification
	Job Title : Data and Assessment Manager


	Accountability : Deputy Headteacher, ultimately to Headteacher 


	Qualifications:

	· Educated to a minimum of A Level standard.
· NVQ Level 4 or equivalent qualification or experience in a relevant discipline.



	Experience:

	· Demonstrable experience of development, management and operation of administrative/data systems, including SIMS, likely to have been gained over a period of 2 years (essential).
· Experience of timetable construction in SIMS (desirable).
· Experience of leading whole school initiatives (desirable).


	Skills & Abilities:

	· Very good numerical skills to undertake a variety of tasks.
· Very good literacy skills to undertake a variety of tasks.
· Very good ICT skills, eg production of reports, correspondence, inputting/updating information.

· Excellent organisation skills.

· Able to maintain confidentiality.

· Able to work accurately and with attention to detail.

· Able to plan and prioritise own work to ensure that deadlines are met and manage conflicting deadlines.

· Able to manage the work of others.

· Able to undertake medium term planning (desirable).

· Able to analyse problems and use judgement to identify best practice solutions (desirable).


	Communication:

	Ability to communicate effectively at all levels.



	Personal Qualities:

	· Commitment to high educational, professional and personal standards. 
· Understanding the importance of maintaining confidentiality.

· A flexible approach to work, including a sense of humour.

· Ability to manage a complex workload, to work independently and to tight deadlines.

· Commitment to equal opportunities and valuing diversity.


	Technology/IT Skills:

	· Good knowledge and understanding of relevant ICT packages, including specialist software/equipment/resources eg SIMS.net, Excel, assessment manager, etc.

· Keep up-to-date with technological change and administrative systems. 

· Utilise Information Communications Technology across all duties to ensure efficiency and effectiveness of work practices.



Please note, because of the nature of this job, if you are successful in your application you will be subject to a criminal record check from the Disclosure and Barring Service before the appointment is confirmed.  This will be done by means of applying for an “Enhanced Disclosure”.  Disclosures include details of cautions, reprimands or final warnings as well as convictions, spent or unspent.
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