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PERSONAL SPECIFICATION
POST TITLE: DATA, EXAMS AND COVER MANAGER
GRADE:  7- SCP 15-22
	Criteria
	Essential
	Desirable
	Method of Assessment 

	Educational Attainment
	· NVQ Level 4 qualification in relevant discipline or equivalent in a relevant role OR Math's and English GCSE (C) relevant experience for the role
	Relevant professional qualification in data, administration or education systems
	Application Form Certificates

	Work Experience
	· Significant admin experience 
· Recent extensive experience of utilising IT systems, including MIS and excel
· Ability to interrogate and analyse data
· Experience of interpreting policies and procedures to enhance and develop systems and processes
· Experience of designing and developing administrative and organisational systems

	Experience in education setting; school MIS experience; managing examinations
	Application Form Interview
References

	Knowledge, Skills and Aptitudes
	· Excellent numeracy/ literacy skills
· Extensive knowledge of Microsoft Excel and Word
· Extensive knowledge of databases 
· Able to interpret advice/statute to devise policies/practice in the light of these
· Effective use of specialist ICT packages
· Excellent interpersonal skills and organisational skills

	Knowledge of performance management systems
	Interview
References

	Staff Cover (Organisation & Coordination)
	· Experience coordinating staffing
· ability to prioritise
· fast decision-making
· strong communication
· accurate record-keeping
	School-based cover management experience; cover systems knowledge
	Application Form
Interview
References
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