Person Specification
Data and Information Lead
	
	Essential
	Desirable

	Qualifications and Training
	•  Educated to degree level, or equivalent experience in a data, MIS or information management role
	•  Recognised data, MIS or data protection qualification, or evidence of relevant CPD

	Experience
	•  Substantial experience of school MIS administration and management (web-based platforms such as Arbor or Bromcom)
•  Preparing and submitting statutory returns (school census, school workforce census)
•  Data quality assurance, reconciliation or audit across multiple systems
	•  Practical data protection compliance work (breach, subject access or freedom of information handling, or audit support)
•  Working across multiple schools or in a multi-academy trust central team
•  Configuring dashboards or working with a data intelligence or BI platform
•  MIS data change projects, including school onboarding or platform migration

	Knowledge and Skills
	•  Strong understanding of the school data landscape, including assessment, attendance, behaviour, admissions and workforce data
•  Working knowledge of UK GDPR and data protection principles as they apply to schools, including data minimisation
•  Advanced Excel and confident use of Microsoft 365; able to interrogate, cleanse and present data accurately
•  Ability to design and deliver training to non-technical audiences
•  Ability to translate data requirements between technical and non-technical audiences
	•  Knowledge of DfE data collections, the Common Basic Data Set (CBDS) and validation processes
•  Familiarity with Power BI, Power Automate or API-based data integration
•  Awareness of AI tools in education and the data protection considerations they raise

	Personal Qualities
	•  Meticulous attention to detail and a commitment to accuracy
•  Able to plan and prioritise a cyclical workload with fixed statutory deadlines
•  Collaborative style, building credibility and trust with school-based colleagues
•  Confident in constructively challenging established practice where it creates data protection risk
•  Discretion and integrity in handling sensitive personal data
	

	Special Conditions
	•  Sufficiently fluent in spoken English to ensure effective performance in the role
•  Willingness to undertake an enhanced Disclosure and Barring Service (DBS) check
•  Ability to travel to schools across the Trust on a regular basis
	



