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Information For Role of Company Administrator
Description

Due to the growth of Chrysalis Education Consultancy, we are creating a dedicated administrator role to facilitate the smooth and effective day to day running of the Company. 
Through assessment, consultation, training, tutoring and interventions, Chrysalis Education supports schools, families and other agencies to enhance their understanding of, and provision for, those with Special Educational Needs and Disabilities. Our aim is to see each individual happy and thriving as they build on their strengths and work towards their potential. All our staff are fully qualified, fully insured and the Company's working practices are fully GDPR compliant. 
Responsibilities

You will be accountable directly to Dianne Allsup, the Company director.
· Liaise between schools, parents and the Chrysalis team.
· Liaise with the companies that support Chrysalis, such as our accountant, technology support and safeguarding ‘umbrella’ organisation.
· Ensure all enquiries and referrals are appropriately addressed.
· Prepare the monthly payroll data for the accountant.
· Invoice clients.
· Ensure Xero, Notion and other company systems are up to date.
· Proofread / send reports and other confidential documents.
· Support colleagues with the administrative requirements of their roles such as accessing the data base, SharePoint or their payroll information.
· Maintain company resources such as the staff handbook and the company website. 
· Alongside Dianne, ensure company compliance with all legal obligations including ICO, HMRC, NEST and SASC.
Advantages of working with Chrysalis Education
· Knowing that you are fulfilling a varied and invaluable role within a close-knit team. 
· Easy access to specialist support when needed, for example the accountant and technology support.
· Flexible working hours.
· NEST workplace pension.
· A staged induction period, giving you the opportunity to decide if you enjoy working with Chrysalis Education.


Hours and Rates of Pay
· This is a part time contract (not a zero hours contract). 
· Regular, weekly hours are negotiable at interview - 16 hours per week minimum is required.
· Depending on workload, additional hours may be offered. 
· Hours can be worked flexibly by mutual agreement. 
· Pay is £13.00 per hour. 
· Holiday will be accrued according to 12.07% of hours worked. If the candidate wishes, it can be agreed that holiday pay (at a rate of 12.07%) can be added to each month’s salary according to the amount earned that month. 
· This role is suitable for remote working 
Minimum Qualifications Required

At least 5 GCSEs (or equivalent), including Mathematics and English Language, plus at least one post-16 qualification.
Essential Criteria
· A desire to promote the ethos and values of the company.
· A full appreciation of the confidential nature of the information to which you will have regular access.
· Good spoken and written communication skills, with families, professionals and colleagues, that reflect the caring ethos of the company.
· An ability to prioritise tasks and organise your time to accommodate varying task demands. 
· An ability to become familiar with the systems and software used by the company (e.g. Microsoft 365, Xero, Notion). 
· Be willing to allow the company that manages our data security to ensure any devices you are using are secure for use with our company systems. 
· Due to the centrality of your role in our close-knit team, the ability to attend company meetings in person.
Desired Qualities
· Previous experience working in an administrative role.
· Previous experience that will facilitate working with schools and the parents of pupils with special educational needs.
Application
· Please send a CV and covering letter directly to Dianne at dianneallsup@chrysaliseduc.com.
· The closing date for applications is Friday 19th June 2026.
· You will be notified whether you have been shortlisted for interview by Monday 22rd June. 
· Interviews will be held on Thursday 25th June. 
· At interview, all candidates will be asked the same core questions, with additional questions arising from their CV if relevant. 
· If you are offered the role, it will be subject to references and successful completion of a staged induction period.
· To discuss this opportunity further, please contact Dianne on 0750 710 5326 or at dianneallsup@chrysaliseduc.com
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