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Job Description: Programme Delivery Administrator 

Department: Professional Development 
Manager: Programme Manager
Hybrid working: Remote with regular (fortnightly) travel to our Birmingham office and will also involve travel to events and academies as required.  
Grade: OAT Central 2-4 (£25,738 - £27,567 per annum) 

Be part of the smooth delivery of our Professional Development programme—keeping core information up to date, coordinating seamless events, and supporting participants with exceptional organisation. 
You’ll build strong relationships with internal teams and external partners while ensuring data accuracy, efficient communication and well‑run training sessions. If you thrive in a fast‑paced environment and love making things run flawlessly, this role is for you.













Main Responsibilities
· Oversee and keep up-to-date core knowledge repositories for the OAT PD programme. This includes the PD core handbook and our OATNet site. Liaising with programme and professional development leads across all education priorities and subjects, be responsible for the curation and ongoing update of all programme information. 
· Support with all programme delivery requirements internally and externally
· Build and maintain relationships with external stakeholders e.g. venues, contributors to PD programmes
· Oversee all event administration including organising lunches, resource preparation, printing, badge printing etc.
· Support with managing the PD inboxes, distribute information, and respond promptly to queries
· Ensure programme and participant data is kept up to date in relevant systems
· Support reporting for monitoring, evaluation and compliance purposes
· Provide event support for PD events including on-the-day or live online support during training sessions, assistance with setting up rooms, audio-visual equipment, manage registers and troubleshoot issues during events as required. 
· Provide administration support across the OAT Professional Development Portfolio
· Track all spend for the department including processing of POs and invoices

Person Specification
Essential
· GCSEs (or equivalent) in English and Mathematics minimum Grade C/4 or equivalent experience.
· Strong organisational skills with the ability to manage multiple tasks and deadlines.
· Excellent written and verbal communication skills.
· High level of accuracy and attention to detail.
· Proficient in MS Office (Word, Excel, PowerPoint) and comfortable learning new systems.
· Experience in an administrative role, ideally within education or training.
· Customer-focused with a positive, solution-orientated approach.
· Ability to work independently and as part of a team.
Desirable
· Experience supporting training, CPD, or professional development programmes.
· Experience using online training platforms (e.g., Zoom, Teams, Eventbrite, LMS systems).
· Understanding of the education sector.
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ACHIEVING MORE TOGETHER




