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Person Specification –Support Manager

	Category
	Essential
	Desirable

	Qualifications & Training
	Educated to GCSE Level (including English and Maths) or equivalent.
Evidence of commitment to ongoing professional development.
Willingness to undertake training relevant to the role.
	Holds a recognised management or administration qualification.
First Aid at Work qualification or willingness to undertake training.

	Experience
	Proven experience in an administrative or office management role.
Experience managing and coordinating a team.
Experience of diary management and providing high-level administrative support to senior leaders.
Experience of developing and implementing administrative processes and systems.
Experience handling confidential information with discretion.
	Experience working in an educational setting.
Experience producing reports and collating information using data systems.

	Knowledge & Skills
	Excellent communication skills – written and verbal – with the ability to communicate effectively with staff, students, parents and external stakeholders.
Strong organisational and planning skills, with the ability to prioritise tasks and manage workload effectively.
Excellent ICT skills, including confident use of Microsoft Office and management information systems.
High level of attention to detail and accuracy.
Ability to anticipate and solve problems creatively.
Ability to handle sensitive issues tactfully and maintain confidentiality.
Understanding of safeguarding and data protection principles.
	Knowledge of school management systems (e.g. SIMS, BromCom, etc.).
Understanding of HR processes and systems.

	Personal Qualities & Attributes
	High standards of professionalism and achievement.
Self-motivated, flexible and adaptable approach to work.
Able to work effectively both independently and as part of a team.
Resilient and calm under pressure; able to manage competing demands.
Confident in providing support and guidance to staff, students and parents.
Positive, approachable and professional manner.
Commitment to the values and ethos of the Trust.
Commitment to personal development and continuous learning.
Willingness to contribute to wider school life and events.
	Ability to motivate and enthuse others.
Experience supporting induction and training of staff.

	Other
	Commitment to equality, diversity and inclusion.
Awareness of and commitment to Health & Safety responsibilities.
	Experience coordinating hospitality or events within a professional setting.
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