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Kent Special Educational Needs Trust (KsENT)
Administrative Coordinator
Person Specification

	Criteria 
	Essential (E) / Desirable (D)
	Assessment Method (A=Application, I=Interview, T=Test, R=References)

	Qualifications & Training
	
	

	Good standard of general education (e.g., GCSE English & Maths at Grade C/equivalent)
	E
	A/T

	Relevant professional qualification (e.g., Certified Administrative Professional (CAP) or NVQ Level 3/4 in Business Administration)
	D
	A/I

	Commitment to ongoing professional development
	E
	I/R

	Experience
	
	

	Significant administrative experience in a vibrant organisation, preferably supporting senior management or executives (understanding of the need for confidentiality )
	E
	A/I/R

	Experience of managing and maintaining a range 
of administrative and financial systems
	E
	A/I

	Proven experience in managing correspondence, diaries, arranging travel, and organising meetings (including taking and producing high-quality minutes)

	E
	A/I/T

	Experience of preparing high quality documents, maintain records and conducting research
	D
	A/I/R

	Experience in project management and/or event coordination
	D
	A/I

	Skills & Knowledge
	
	

	Advanced IT skills, including high proficiency in Microsoft Office (Word, Excel, PowerPoint, Outlook, Teams) and database/CRM software
	E
	A/I/T

	Excellent communication skills (oral and written), with impeccable attention to detail, as well as strong interpersonal skills and the ability to build credible relationships with a wide range of internal and external stakeholders, including senior leaders
	E
	A/I/T

	Strong analytical and problem-solving abilities, with the capacity to interpret complex information and develop effective solutions
	E
	A/I

	Exceptional organisational, time management, and prioritisation skills, able to manage a heavy workload and meet tight deadlines
	E
	A/I

	Ability to work autonomously with minimal supervision, demonstrating initiative and proactive decision-making
	E
	I/R

	Knowledge of relevant policies and legislation (e.g., data protection, H&S, FOI protocols, safeguarding)
	D
	A/I

	Personal Qualities
	
	

	A high degree of professionalism, integrity, diplomacy, and the ability to maintain strict confidentiality
	E
	I/R

	A flexible, adaptable, and resilient approach to work, thriving in a fast-paced or changing environment
	E
	I/R

	[bookmark: _GoBack]Values that align with the Kent Educational Needs Trust including cooperative values (self-help, self-responsibility, democracy, equality, equity solidarity) with the aim of improving opportunities for children and young people with SEND 

	E
	I/R

	A positive, "can-do" attitude and a commitment to continuous improvement
	E
	I/R
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