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Glebe School
We Believe We Can


Data Quality Manager - Person Specification

Qualifications and Experience
· Educated to A-level standard or equivalent (essential)
· Excellent numeracy/literacy skills (essential)
· Experience of producing and analysing data (essential)
· Experience of using management information systems such as SIMS and Nova- T  (desirable)

Skills and knowledge
· Excellent analytical skills and attention to detail
· Ability to compile reports with accuracy and an appropriate level of detail for the audience
· [bookmark: _GoBack]Good working knowledge of software used in analysing and presenting data, particularly Microsoft Office 
· Understanding of E-learning platforms and their use to help teaching staff deliver blended learning. 
· Experience of Microsoft Teams  
· Adept at communicating data and analysis to colleagues with a range of technical understanding
· Good working knowledge of data protection requirements for schools and an understanding of GDPR

Personal Qualities
· Ability to resolve problems and find best solutions regarding data management
· Self-motivated, proactive and able to plan and prioritise own workload 
· Highly organised with the ability to work under pressure and to respond flexibly to rapidly changing priorities and demands at peak times of the year 
· Ability to adapt to changes in technology. Ability to learn new software and other technologies 
· Excellent communication skills, both written and oral, to facilitate information exchange with staff, pupils, parents/carers and external consultants
· Ability to provide support to teaching staff and other users of information management systems 
· A team player, with a positive and enthusiastic attitude
· Ability to self-evaluate and actively seek opportunity for improvement 
· Ability to maintain confidentiality

Philosophy and Ethos
· A commitment to safeguarding and promoting the welfare of children and young people
· Ability to form and maintain appropriate relationships and personal boundaries with children
· A commitment to the ethos and strategic direction of the school
· Strong support for the School’s mission and values
· A belief in the potential of every pupil and a commitment to driving up standards 
· Be a good role model
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