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	POST TITLE: Administration Manager 
	Essential
	Desirable

	General Qualifications & Training 

	5 GCSE grades A-C and 2 A levels or equivalent 
	
	

	NVQ level 4 or degree or equivalent 
	
	

	Commitment to attend appropriate training and development, taking ownership of personal development and being willing to pursue development opportunities
	
	

	Experience and Skills

	Experience working in an education or business environment at management level
	
	

	Experience of leading a team of people, with the ability to manage a multi-disciplinary team effectively
	
	

	Ability to interpret advice/statutory policies and to devise appropriate policy/practice for the academy
	
	

	Ability to motivate, negotiate and influence
	
	

	Excellent organisational and time management skills
	
	

	Ability to work effectively with a range of adults, both internally and externally and with external agencies
	
	

	Experience of development, management, and operation of administrative systems and ICT packages, including Microsoft Office
	
	

	Experience of the use and management of complex information databases, preferably including SIMs
	
	

	Ability to relate well to children and adults
	
	

	Personal Attributes

	Able to work under pressure and meet conflicting demands within deadlines
	
	

	Able to communicate effectively at all levels
	
	

	Able to take a flexible and positive approach to change
	
	

	Professional and customer service orientated
	
	

	Able to maintain a high level of confidentiality and discretion at all times
	
	

	Able to solve complex problems
	
	

	Commitment to the promotion of positive values, attitudes and behaviour 
	
	

	Strong morals and ethics with sound judgement 
	
	

	Highly effective in multi-tasking and personal organisation
	
	

	Outstanding communication and interpersonal skills
	
	

	Willingness to work a part of the wider ACET trust, supporting colleagues in other academies as needed
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	A team player 
	
	

	Other Requirements 
	
	

	A pragmatic ‘can-do’ and flexible approach to tasks with an ability to ensure work is completed to the appropriate standards required
	
	

	Good sickness/attendance record in current/previous employment (not including absences resulting from disability)
	
	

	No serious health problem which is likely to impact upon job performance (which cannot be accommodated by reasonable adjustments)
	
	

	Full driving licence and own transport, with willingness to attend different ACET sites
	
	

	Appointment of the successful applicant will be subject to satisfactory DBS disclosure at an enhanced level (further information can be found at www.disclosure.gov.uk).
	
	

	
	
	



ACET is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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