Data Manager – Person Specification
	Qualifications
	· Good basic level of education including GCSE (or equivalent) in maths and English

· NVQ level 3 or 4 in a relevant discipline or equivalent experience
	E

E

	Experience
	· Sound experience of development, management and operation of organisational and administrative procedures
· Experience of data collection, analysis and reporting and of maintaining accurate data within IT management information systems, preferably within a school or education environment

· Experience of problem solving

· Experience of using it systems

· Knowledge of MIS, databases and parent communication systems
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	Skills/Knowledge
	· Able to work on own initiative and with minimal supervision
· Able to build good working relationships with teaching staff and build and retain the confidence of the leadership team

· Excellent analytical and IT skills, preferably including the use of Microsoft Office software and MIS, in order to produce accurate and effective report tracking systems

· Ability to work under pressure

· Ability to work constructively and flexibly as part of a team

· Can meet deadlines by effective time planning and management

· Excellent communication skills, both written and spoken, in order to interpret and present data and to ascertain exact reporting needs for a range of internal and external stakeholders 
· The ability to develop policy and introduce new processes into the school

· Full working knowledge of relevant policies and legislation
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