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	Job Title:                                            SWAN PLA Events Coordinator
	Essential
	Desirable

	Education and Qualifications

	Educated to A Level or equivalent 
	✔
	

	Educated to GCSE Level with a Grade C or equivalent in English & Maths
	✔
	

	Administrative or business -related qualification (e.g., NVQ, Diploma or Degree)
	
	✔

	Experience

	Previous experience of event management, including scheduling, logistics and correspondence
	✔
	

	Experience of coordinating multiple sites 
	✔
	

	Previous experience in educational setting providing comprehensive admin support and able to maintain accurate training records using relevant systems
	
	✔

	Experience using databases or Customer Relationship Management (CRM) systems
	
	✔

	Knowledge and Skills

	Ability to build successful working relationships with a wide range of people and work independently as well as part of a team.
	✔
	

	Strong verbal and written communication skills
	✔
	

	High level organisational skills with the ability to respond appropriately to conflicting user demands and expectations and remain calm under pressure
	✔
	

	Competent in the use of Microsoft Office suite, Google suite and able to adapt to and learn new software and systems
	✔
	

	Possess a full driving licence and have use of a vehicle for business purposes
	✔
	

	Knowledge of website management and social media marketing
	
	✔

	Personal Attributes

	Able to operate with the highest standards of personal and professional conduct & integrity
	✔
	

	Able to work in accordance with and to promote the Trust’s values and behaviours.
	✔
	

	Meticulous attention to detail
	✔
	

	Strong awareness of confidentiality when dealing with sensitive information 
	✔
	

	Sound judgement and decision maker – confident in using your own initiative.
	✔
	

	Eligible to live and work in the UK.
	✔
	

	Willing to work flexibly in accordance with policies and procedure to meet the operational needs of the Trust.
	✔
	

	A commitment to continuous personal development and training.
	✔
	

	A commitment to safeguarding and promoting welfare of children, young people, and vulnerable adults.
	✔
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