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	Person specification: 

Qualifications and Training:
Essential:
GCSEs (or equivalent) in English and Maths (Grade C/4 or above).

Desirable:
Relevant higher Level 3 or 4+ qualifications for example in data management, IT, business administration etc...

Experience:
Essential:
Educational Institute experience
Proficient in the use of a Management Information Systems (MIS) including data entry, maintenance, and reporting. (Bromcom is desirable not not essential).
Advanced skills in Microsoft Office Suite, particularly Excel, with experience in data analysis and reporting.

Desirable:
Experience in producing data reports for leadership teams, trustees/boards, or external bodies.
Experience in line management of a team or individuals
Experience in timetabling construction and maintenance 

Skills and Abilities:
Essential:
Strong organisational skills with the ability to manage multiple priorities and meet deadlines.
Excellent attention to detail, particularly in managing data accuracy and integrity.
Strong communication and interpersonal skills, with the ability to work collaboratively with colleagues, senior management, and external stakeholders.
Ability to analyse and interpret data to provide insightful reports and recommendations.
Problem-solving skills with the ability to recommend and implement process improvements.
Ability to mentor and develop junior team members, ensuring high standards of work.

Knowledge:
Desirable:
In-depth understanding of GDPR and data protection regulations, particularly in a trust or educational setting.
Knowledge of trust assessment, reporting, and examination procedures.
Understanding of the statutory requirements for data reporting to governors, trusts, and external bodies.

Personal Qualities:
Essential:
A proactive and flexible approach to work, with the ability to adapt to changing needs.
High level of professionalism, maintaining confidentiality at all times.
A commitment to continuous professional development and staying informed about best practices in data management and trust administration.
Strong team player with a collaborative mindset, supporting colleagues and contributing to the trust’s overall success.

Other Requirements:
Essential:
Commitment to the ethos and values of the trust and the wider trust.
Willingness to engage with training and development opportunities to enhance skills and knowledge relevant to the role.
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