
	PERSON SPECIFICATION



	Job Title


	Data Administrator

	Department


	City of London School for Girls

	Grade & Level


	     C                                      Level: 2

	Trent Position Number


	63C0093/001


Please find below the qualifications, experience and techincial skills required to undertake this post. Each criterion will be assessed at application (A), interview (I) or test (T) as indicated below. 
Professional Qualifications / Relevant Education & Training      
	Training in SQL databases, SQL reports and spreadsheets (A)
Relevant degree or equivalent (A)



Experience Required, including Budget Holding Experience (if appropriate)
	Dealing with end users of IT systems (I)
Interpreting user requirements to deliver data driven solutions (I)
At least 2 year’s post qualification experience (A)



Technical Skills

	Experience in the management, development and maintenance of the Management Information Systems (MIS) (I/T)
Understanding of IT systems and interpretation of data (T)



Other Relevant Information eg. working hours or desirables (only if applicable)

	8:30 to 4:30 Monoday to Friday although flexible working may be granted.



Recruitment – Note to Applicants

The qualifications, experience and technical skills will be used in the decision making process for recruitment. Please give examples of how you have exhibited these behaviours in your previous role(s).  It is essential you address the criterion marked as (A) on your application form in the section for supporting information.

Be as specific as possible, we cannot guess or make assumptions, but will assess your application solely on the information provided.   Try to provide evidence, by examples, where possible, of skills, knowledge and experience contained in this person specification.
Job Title /Department / Trent No / Date / Jan 2018

