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	POST TITLE: COMPLIANCE ADMINISTRATOR
	Essential
	Desirable

	General Qualifications & Training 

	GCSEs in English & Mathematics at Grade C (or equivalent Level 2) / evidence a good standard of literacy / numeracy
	
	

	Level 3 or Level 4 Clerking qualification
	
	

	Commitment to attend appropriate training and development, taking ownership of personal development and being willing to pursue development opportunities
	
	

	Experience 

	Experience of working in an administration role
	
	

	Administrative experience of working in an education, public sector or office environment
	
	

	Experience of working in a multi-academy trust or school setting
	
	

	Experience of organising meetings, records and deadlines
	
	

	Experience of working with digital systems and databases
	
	

	Familiarity with GovernorHub or similar systems
	
	

	Experience updating websites or online content
	
	

	Skills, Knowledge & Aptitudes

	Excellent organisational skills and attention to detail
	
	

	Ability to manage multiple deadlines effectively
	
	

	Ability to organise own time, flexible in approach and able to work with conflicting demands  
	
	

	Strong written and verbal communication skills
	
	

	Confidence using Microsoft Office and online platforms
	
	

	Understanding of confidentiality and data protection principles
	
	

	Knowledge of trust and academy governance 
	
	

	Knowledge of governing body procedures 
	
	

	Knowledge of the law and regulations relating to governing bodies and education  
	
	

	Personal Attributes

	Reliable and methodical 
	
	

	Professional and discreet  
	
	

	Able to work independently and as part of a team
	
	

	Proactive in identifying upcoming deadlines and issues
	
	

	Ability and willingness to visit the academies to deal with administrative tasks and liaise with key school staff
	
	

	Ability and willingness to attend meetings at times determined by the Trust Board and LGBs, including evenings
	
	

	Other Requirements 
	
	

	A good sense of humour and perspective
	
	

	Good sickness/attendance record in current/previous employment (not including absences resulting from disability)
	
	

	No serious health problem which is likely to impact upon job performance (which cannot be accommodated by reasonable adjustments)
	
	

	Licence to drive
	
	

	Appointment of the successful applicant will be subject to satisfactory DBS disclosure at an enhanced level (further information can be found at www.disclosure.gov.uk).
	
	

	
	
	



ACET is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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