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	JOB TITLE:

	MIS & Exams Manager (Special School)

	GRADE:

	7

	SERVICE

RESPONSIBLE TO:

	Special School

Business Manager



	
CRITERIA

	
ESSENTIAL
	
DESIRABLE
	
METHOD OF
ASSESSMENT


	Qualifications
	Proficiency in School MIS systems (e.g., SIMS).
Proficient IT skills, particularly in MS and data querying.
Advanced knowledge of Microsoft Office Suite (Excel, Word, Outlook).
	Educated to at least A level standard or equivalent.
Relevant IT qualifications or certifications.
	Application

	Experience
	Proven experience managing or administering a school MIS system.
Experience in data analysis, reporting, and statutory returns (e.g., Census).
Experience in troubleshooting and training staff on software.
	 

	Application 
Interview

	Job related knowledge

	Understanding of data protection regulations (GDPR) and school confidentiality.
Knowledge of school administrative processes and procedures.
	Knowledge of legislation and regulations relating to Education issues,  
	Application
Interview

	Skills and Aptitudes

	Excellent analytical and problem-solving skills.
High attention to detail and accuracy in record-keeping.
Strong communication skills to support diverse users (staff, parents).
Ability to work under pressure, manage priorities, and meet deadlines.
	

	Application
Interview

	Other requirements
	Commitment to working as part of a team
Calm, confident manner
Self-motivated
Ability to influence
	
	Application 
Interview



Cheshire West and Chester Council is committed to supporting people with disabilities and will make reasonable adjustments to these requirements where this enables a disabled person to do the job effectively.
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