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DATA, ASSESSMENT AND EXAMINATIONS MANAGER
PERSON SPECIFICATION

Qualifications, Knowledge & Experience

Essential

The person we are seeking to appoint is likely to:

· Possess 5 GCSEs Grade A+-C (or equivalent) including English & Mathematics

· Have in depth, significant and extensive experience of schools’ data analysis and examinations protocol

· Have in depth knowledge and experience of using Excel for data purposes.

· Have in depth knowledge and experience of working with systems such as SIMS, FFT, SISRA
· Experience of working in a school or with young people.

Desirable
· Possess a relevant degree (or equivalent higher-level qualification)
· Experience of supervision line management of staff.
· Experience of training staff and delivering presentations to a range of audiences.
Knowledge, Skills and Abilities
Essential

· Understanding of the importance of safeguarding/child protection when working in a school setting.

· Ability to undertake complex data analysis, apply relevant statistical techniques and present results in appropriate formats.

· Excellent time management and ability to plan strategically.

· Excellent ICT skills and ability to administer/manage large scale information systems.

· Excellent communication skills, both oral and written.

· Excellent numeracy/literacy skills.

· Ability to supervise other Staff and groups of Students.

· Ability to relate well to all stakeholders including Staff, Parents, Students.

· Ability to prioritise, work effectively and accurately, particularly under pressure, to deadlines and using own initiative.
· Ability to address sensitive matters with a caring manner and maintain confidentiality at all times.

· Flexible and open-minded approach to completion of work.

Personal Qualities

Essential

· Strong commitment to the school’s policies for safeguarding, equality and diversity.

· Strong team working skills.

· Highest levels of professional and personal integrity.

· Excellent interpersonal skills

· Personal resilience, persistence and perseverance.

· Strong commitment to Continuous Professional Development of self and others.

· A passionate belief in the school’s mission statement and a strong commitment to deliver the school’s vision and values.

Special Working Conditions

Essential 

· Willingness to participate in development and training opportunities.

· Willingness to be flexible with hours during busy examination periods.

· From time to time you may be expected to work outside normal working hours to participate in duties that are otherwise not indicated in your job description.

Safer Recruitment

The Derby High School has clear policies with regard to safeguarding pupils.  All staff appointed to the school will need to demonstrate their suitability to work safely with young people.

Please note
All members of staff are expected to be smartly and professionally attired.  Details are specified in the Staff Guidance document. The school operates a no smoking policy.
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