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	Criteria:
	Essential:
	Desirable:

	Qualifications
	GCSEs (or equivalent) in English and Maths (Grade C/4 or above)
Relevant administrative qualification or equivalent experience
	Level 3 Business Administration or similar qualification

	Experience
	Experience in an administrative or coordination role
Experience managing referrals, admissions, or similar processes
Experience working in education, social care, or a related sector
	Experience working within alternative provision or specialist education settings
Experience liaising with local authorities or multi-agency professionals

	Knowledge and understanding
	Understanding of safeguarding principles and confidentiality
Knowledge of data protection (GDPR) and secure record-keeping
	Knowledge of SEND, SEMH, EBSA, or alternative provision
Familiarity with EHCP processes and referral pathways

	Skills & abilities
	Strong organisational and time management skills
Excellent written and verbal communication skills
High level of accuracy and attention to detail
Ability to manage multiple tasks and meet deadlines
Competent in Microsoft Office, Teams, AI and database systems
	Experience using case management or education-based systems
Ability to analyse and interpret data for reporting purposes

	Personal attributes
	Professional, approachable, and empathetic manner
Ability to work independently and as part of a team
Resilient and adaptable in a fast-paced environment
Strong initiative and problem-solving ability
	Passion for supporting children and young people with additional needs

	Other requirements
	Commitment to safeguarding and promoting the welfare of children and young people
Willingness to undergo an enhanced DBS check
Flexibility to meet organisational needs
	Full UK driving licence and access to a vehicle 



All staff within Muve Futures are expected to promote and safeguard the welfare of children and young people you are responsible for, or come into contact with, in accordance with our Safeguarding Policies. 
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