[image: image1.jpg]The Exceptional
Education Trust



NORLINGTON SCHOOL & 6th FORM – PERSON SPECIFICATION
    Post: Admin Manager 


Point :
 Scale S01  Point  29-31
                                 Responsible to:
Director of Finance & Principal 
                                  Responsible for: Admin, Reprographics, Mid Day & Hospitality 
Hours worked: 36hrs 49.6 Weeks

Essential/Desirable/Test/ S = short listing criteria



	1.0
	EXPERIENCE:









	Essential
	Desirable

	1.1
	At least 3 years experience of managing people
	X (s, t)
	

	1.2
	Working in an educational setting
	
	x

	1.4
	A range of HR issues; maternity,  sickness management etc
	X (s)
	

	1.5
	Produce complex reports and interpret information
	X (s,t)
	

	1.6
	Have experience of handling difficult/challenging situations and resolving to a satisfactory outcome 
	X (s)
	

	1.7
	Have an understanding of Freedom of Information Act
	
	X

	1.8
	Have an understanding of Data Protection Regulation and how this applies to the post
	X
	

	1.9
	Have five years’ experience of office management systems
	E (s)
	

	2.0
	EDUCATION AND TRAINING
	
	

	2.1
	HNC in Business Administration or equivalent qualification
	
	X 

	2.2
	IOSH Qualification or be willing to work towards this
	
	X

	3.0
	SKILLS
	
	

	3.1
	Excellent  problem solving skills to resolution
	X (s)
	

	3.2
	A calm, methodical and logical approach working to deadlines when required
	X (s)
	

	3.3
	Ability to use initiative and respond to unexpected problems
	X
	

	3.4
	The ability to be flexible, work under pressure, prioritise and multitask
	X (s)
	

	3.5
	Good numeracy skills and attention to detail
	X (s)
	

	3.6
	High competency in use of MS Office Packages (Word, Excel, Outlook), administrative ICT packages and manipulating a range of information
	X (s,t)
	

	3.7
	Be self motivated and ability to work unsupervised
	X
	

	4.0
	PERSONAL QUALITIES
	
	

	4.1
	Ability to exchange complex information both verbally and in writing
	X (s)
	

	4.2
	Hardworking, flexible, reliable working out of hours occasionally
	X
	

	4.3
	Have an understanding of child protection and how this is engaged within the school
	X (s)
	

	5.0
	EQUAL OPPORTUNITIES
	
	

	5.1
	Understand and demonstrate a willingness to promote positively the Equal Opportunities Policy of the Exceptional Education Trust
	X
	


