Data Administration Assistant: TGAT (based at TGAW)
Person Specification
Essentials:
1. Attention to detail, with importance placed on accuracy of information
2. Experience of Microsoft Office packages, especially Microsoft Excel
3. Ability to work to deadlines, multi-task and prioritise workload 
4. Good organisational skills
5. Flexible and positive outlook
6. Can maintain strict confidentiality 
7. GCSE English and maths at grade C or above or equivalent
8. Satisfactory completion of all safeguarding checks

Desirables:
1. Experience of working in a school environment and using a school MIS, ideally Bromcom
2. Knowledge of education data requirements, especially performance data and statutory data returns

