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Note to candidates
All of the criteria marked (S) will be used for shortlisting purposes. You should attempt to describe how you meet these criteria in the ‘Supporting Information’ section of the application form, giving examples. Only candidates who can clearly demonstrate how they meet these criteria will be offered an interview, where criteria marked (I) will be tested.

JOB TITLE: Data Management Officer

	Category
	Post Requirements

	
	Essential
	Desirable

	Qualifications
	
	· Level 3 data qualification

	Experience
	· Experience of working with information technology using Microsoft Office packages (Outlook, Word, Excel, SharePoint, Teams and PowerPoint) (S)
· Experience of working as part of a team (S)
· Experience of working with CRM (Customer relationship management) systems (S&I)
	· Previous work to support management of CRMs

	Skills, Knowledge & Abilities

	· Understanding the importance of good data management (S)
· Excellent attention to detail (S)
· Understanding of and commitment to Equity, Diversity and Inclusion (S)
· Good written and verbal communication skills (S&I)
· Be able to suggest and be open to alternative ways of working to make continuous improvements (S&I)
· Ability to interrogate data on Excel files (I)
· Good knowledge of data protection principles (I)
· Ability to organise and prioritise own workload (I)
· Ability to take responsibility for delivering results within agreed timescales (I)
· Ability to produce timely and accurate management reports (I)
· Approachable and with good interpersonal skills, to relate to a range of staff (I)
	

	Other
	· Willingness to undertake role related training
· Flexible approach to organisational needs
	



S = Assessed at shortlisting stage
I = Assessed at interview stage
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