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EMPLOYEE SPECIFICATION
POST TITLE:  
Analytics and Administration Manager 
POST NUMBER:
BRIDDA
Temporary
   

Permanent
(
Part Time
 
Full Time
   ( 
Casual
Hours of Work:  37 hours a week, term time including training days + 5
	
	Essential
	Desirable
	How Measured During Recruitment

and Selection Progress

	Experience

	Expereince using systems and databases to report 
Experience managing a small team 
	Experience in a similar role or part of a similar team within a school.

Experience in using timetabling software (Timetabler, Arbor, EdGen, Nova T etc….) to create timetables.
	

	Education/Training Qualifications

	Degree level qualification
	Additional relevant courses / CPD such as Power BI training
	Application



	Special Knowledge


	Understanding the operation of a secondary school

Knowledge of a range of analytical methods and techniques, including statistical analysis

Knowledge of a range of tools and systems for data analysis and presentation, including MS Power BI and advanced MS Excel skills.

Knowledge of the processes and procedures related to data protection including an awareness of regulations and legislation. 
	Understanding of cloud based solutions for data storage and sharing for example SharePoint and OneDrive
Knowledge of MS Teams and Office 365


	Application/Interview

Application / interview / interview task

Application / interview 

Application / interview 

	Skills


	Communication skills need to be varied for both in person communication and digital
Organisational skills need to be excellent to allow for multiple tasks to be prioritised efficiently and effectively


	
	interview / interview task
interview / interview task

	Personal Qualities


	Ability to work well under pressure 
Ability to priortise tasks and activities 

Excellent attention to detail 
	
	Application form / interview 
Application form / interview 

Application form / interview task 

	Working Arrangements and Personal Availability


	Ability to work early in the day if required for cover.  
Ability to work term time with some additional days during school holidays.
	
	To be discussed at interview 

	Physical


	Able to fulfil the duties of the post
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