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	Criteria
	Essential
	Desirable

	Qualifications
	- GCSEs (or equivalent) including English and Maths at Grade C/4 or above
	- Further training or qualifications in administration or project management (e.g. ILM, PRINCE2)

	Experience
	- Proven experience in an administrative or operations support role, preferably in an education environment
- Experience using data management systems (e.g. SIMS, Arbor, Bromcom)
- Coordinating schedules, meetings, and logistics
	- Experience in a school, trust, or academy setting
- Familiarity with Ofsted/ESFA compliance frameworks
- Experience using facilities/operations software such as SmartLog or Parago

	Knowledge
	- Understanding of educational institution operations
- Familiarity with safeguarding and GDPR
	- Awareness of health & safety and safeguarding procedures within a school or trust setting

	Skills
	- Excellent organisation and time management
- Attention to detail and accuracy
- Proficient in Microsoft Office
- Ability to prioritise and multitask
- Clear verbal and written communication
- A proactive and solution-focused approach to tasks and challenges
	- Experience with minute-taking and report writing
- Familiarity with communication platforms used in education

	Personal Attributes
	- Proactive and flexible
- Team player and able to work independently
- Professional, discreet, and trustworthy
- Committed to equality, diversity, and inclusion
- Willingness to develop professionally
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