[image: ][image: cid:a357ce43-12ce-4503-b14c-da3a22a239ca@GBRP265.PROD.OUTLOOK.COM]PERSON SPECIFICATION
DATA & EXAMS MANAGER

	Person Specification
	Essential
	Desirable
	How Identified

	QUALIFICATIONS

	GCSE (Grades A-C) in English an Maths
	 X
	
	APP/SP

	Right to work in the UK
	X
	
	APP/SP

	EXPERIENCE

	Experience of working in a school, college or educational environment
	X
	
	APP/SP/REF

	Experience of developing, implementing and maintaining process and systems
	X
	
	APP/SP

	Experience of working with Data in an educational context
	
	X
	APP/SP/REF

	Experience of exams and assessment administration
	
	X
	APP/SP/REF

	SKILLS AND KNOWLEDGE 

	Competent in the use of Microsoft Office Packages and Management Information Systems
	X
	
	APP/SP/REF

	Ability to work with data tracking systems and able to analyse data
	X
	
	APP/SP/REF

	Excellent written and verbal communication skills
	X
	
	APP/SP

	Good numeracy skills
	X
	
	APP/SP

	Excellent organizational and time management skills
	X
	
	APP/SP

	Ability to relate well to adults and students
	X
	
	APP/SP

	Understanding and knowledge of procedures and legislation related to confidentiality and GDPR
	X
	
	APP/SP

	Understanding and knowledge of JCQ regulations
	X
	
	APP/SP

	Interest and understanding of the arts sector
	
	X
	APP/SP

	GDPR Training
	
	X
	APP/SP

	Knowledge of Arbor MIS System
	
	X
	APP/SP

	PERSONAL ATTRIBUTES/ OTHER REQUIREMENTS

	Excellent attention to detail
	X
	
	APP/SP

	Strong commitment to learning
	X
	
	APP/SP

	Enthusiastic, positive and ‘can do’ attitude
	X
	
	APP/SP

	Calm under pressure
	X
	
	SP

	Reliability, integrity, resilience and stamina
	X
	
	SP

	Respects confidentiality
	X
	
	SP/REF

	A commitment to CAPA College ethos
	X
	
	SP

	Enjoys working as part of a team
	X
	
	SP/REF

	Enjoys working independently – takes initiative, self-motivated, ability to manage own time, organise workload and work efficiently to meet deadlines
	X
	
	SP/REF

	Quick learner, able to be flexible and adapt to context and surroundings
	X
	
	SP/REF

	Enthusiasm and commitment for working in a creative organisation with a focus on young people (aged 16-19)
	X
	
	SP

	Willingness to lead by example in terms of work ethic, dress and behavior
	X
	
	SP

	Robust sense of humour
	X
	
	SP

	Excellent attendance and punctuality records
	X
	
	SP/REF



Key:  APP – Application Form         SP – Selection Process     REF - Reference  
CAPA College is proud to be part of Enhance Academy Trust.  We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.  Applicants will be subject to an enhanced DBS disclosure and pre-employment and safeguarding checks.
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