Golborne High School

PERSON SPECIFICATION – Data officer

	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Qualifications/
Experience


	· Nationally recognised qualifications:  Minimum of GCSE grade C / 4 (English and Maths) or relevant Level 2 (NVQ) qualification.
· Experience and competence in use of spreadsheets and word processing
· High degree of IT competency and experience of using Microsoft software.
· Ability to analyse and interpret data and effectively communicate information.

	· NVQ level 3 in Business Administration or relevant qualification.
· Experience of working in a school environment.
· Experience with Management Information Systems (MIS).
· Previous supervisory experience.
· Knowledge of exam regulations.

	· Application form
· Selection Process

	Developing Self and Working with Others 


	· Ability to communicate with and relate well to colleagues, children and adults.
· Prepared to work independently and as part of a team.
· Ability to contribute to decision making.
· Ability to evaluate own practice.

	· Commitment to undertake training                                                  for personal development.
	· Application Form
· Selection process
· References

	Personal Qualities & Attributes
	· Proactive rather than reactive.
· Ability to use initiative to respond to and resolve problems within recognised procedures.
· Effective time manager with the ability to prioritise and work under pressure to meet deadlines.
· Excellent interpersonal skills.
· Sound organisational skills.
· Able to think analytically and creatively to anticipate and solve problems.
· Meticulous approach with excellent attention to detail.
· Integrity.
· Clear work ethic.
· Able to maintain confidentiality.

	· High level of emotional intelligence.

	· Application Form
· Selection process
· References

	Safeguarding Children
	· Commitment to safeguarding and promoting the welfare of children and young people.
· Ability to work under school’s Health and Safety Policies.
· Legally entitled to work in the UK.

	· Knowledge of safeguarding legislation.
· Health and safety knowledge.
	· Application Form
· Selection process
· References
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