Golborne High School

PERSON SPECIFICATION:   TRINITY HUB MANAGER
	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Qualifications, Training and Knowledge

	· Good standard of education including GCSE Grade C/4 or above (or equivalent) in English and Mathematics.

· Strong working knowledge of Microsoft Office applications, particularly Outlook, Word, Excel and Teams.

· Understanding of GDPR, confidentiality and data management requirements.
	· Understand and appreciate the principles that underpin teacher recruitment, retention and development.
· Knowledge of Initial Teacher Training (ITT) programmes.
· Knowledge of the Early Career Teacher Entitlement (ECTE).

·  Knowledge of Teaching Hubs and the wider teacher development landscape.

· First Aid qualification or willingness to undertake training.


	· Application Form

	Experience and Skills

	· Proven experience of working in an administrative, coordination or office management role.
· Experience of organising meetings, events, training sessions or conferences.
· Experience of maintaining accurate records and databases.
· Experience of liaising effectively with a wide range of stakeholders and external partners.
·  Experience of managing competing priorities and meeting deadlines.
·  Excellent written and verbal communication skills.
·  Strong organisational skills and attention to detail.
·  Ability to work independently and use initiative while maintaining high standards of accuracy.


	· Experience of working within a school, academy trust or educational setting.
· Experience of administering teacher professional development programmes.
· Experience of supporting ITT, ECF, NPQ or similar programmes.
· Experience of minute-taking and producing agendas and action logs.
· Experience of organising and promoting events.
· Experience of using programme management or customer relationship management systems.
· Experience of basic financial administration, including purchase orders and invoicing.
	· Application Form

· Interview

· References

	Personal Skills, Abilities & Competencies
	· Professional, approachable and customer-focused.
· Ability to build positive relationships with colleagues, schools and external partners.
· Confidentiality, discretion and integrity.
· Highly organised with the ability to manage multiple tasks and deadlines.
· Flexible and adaptable approach to work.
· Enthusiastic, proactive and self-motivated.
· Resilient and able to respond positively to pressure, interruptions and conflicting demands.
· Ability to work collaboratively as part of a team.
· Commitment to high standards of service delivery.
· Ability to communicate clearly and professionally with a range of audiences.
· Willingness to work flexibly, including occasional evenings and amended working days to support Trinity Hub events and activities


	· Understanding of the strategic importance of teacher development and school improvement.
· Ability to identify opportunities for improving systems and processes.
· Experience of supporting organisational growth and development.


	· Application Form
· Interview
· References

	Safeguarding Children
	· Commitment to safeguarding and promoting the welfare of children and young people.
· Ability to work under school’s Health and Safety Policies.
· Legally entitled to work in the UK.
	· Current Safeguarding certification.
	· Application Form
· Interview
· References
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