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JOB TITLE:


Administrator 
GRADE:


Business Support
RESPONSIBLE TO:
Assistant Principal/Curriculum Manager 
BANDING:


Point 13 - 14
JOB PURPOSE

To provide support and assistance in a range of administrative duties to the Assistant Principal/ Curriculum Manager.
MAIN DUTIES AND RESPONSIBILITES:
Main Duties:

1. Assist in the preparation of reports and information relating to student success rate.

2. Arrange, attend and minute meetings, where appropriate.
3. Access centralised computerised systems and data and disseminate as appropriate.
4. Maintenance and continuous improvement of quality systems.
5. Act as point of contact for enquiries and messages.

6. To take a pro-active role in activities relating to the recruitment and retention of students.
7. Assist in the organisation of educational visits and work experience.
8.    Provide a high level of customer service in internal and external communication. 

9.    Maintain and develop computerised and administrative systems.

10.    Collect and contribute to monitoring the accuracy of statistical data relating to the Centre/Section. 

11. Undertake and prioritise word processing, photocopying, filing, record keeping, financial record keeping and general administrative support to meet deadlines.
Standard for all Jobs

· To perform services not only for the college but also for any subsidiary as required.

· To take a proactive role in the identification of personal and group training and developmental needs which support college objectives and to actively participate in the fulfilment of identified training and development needs.
· To take responsibility to ensure that all students are safe and feel safe in the college environment and to follow all safeguarding and prevent policies and procedures.

· To contribute promotional activities both inside and outside the College and to assist in the production of promotional and publicity materials as required.

· To operate at all time within both the spirit and the practice of the College Equal Opportunities policies.

· To be aware of and work with due regard to safety and safe practice.  To meet statutory requirements and to report any hazards / unsafe practices or incidents as appropriate.

· To represent the College in the best light at all times. 
· To maintain such records and undertake administrative duties as may be determined by the College.

· To carry out any other duties in connection with the appointment which may be reasonably determined from time to time by the College Principal or line manager.
This job description is intended to provide a guide to the general duties and responsibilities of the specified post and to set in context the framework within which the post holder will operate. It should not be regarded as a legal document nor a set of conditions of service. 

The job description sets out the main duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the post.  Such variations are common occurrences and cannot of themselves justify a reconsideration of the grading of the post.

This job description will be reviewed regularly and may be varied in the light of the business needs of the College.

-------------------------------------------------------------------------------------------------------------

Prepared by:

Liz Stephens, Executive Assistant to the College Principal
Date:


October 2020
Name of post holder (please print):

_______________________________
Signed by post holder:


_______________________________
Date: 





_______________________________
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JOB TITLE:

Administrator
	CRITERIA
	Essential                
	Desirable
	Method of Assessment

	Formal Qualifications

1. NVQ 2 Business Administration or equivalent or willingness to undertake within 12 months of appointment.

	(

	
	App Form

	Experience

1. Previous administrative experience in a busy working environment.

2. Experience of working in an educational environment and/or commercial experience.


	(

	(

	App Form/Int

App Form

	Skills and Abilities

1. Good verbal and written communication skills and interpersonal skills.

2. IT skills and minute taking skills.
3. Ability to work on own initiative.

4. Evidence of good organisational and time management skills.

	(
(
(
(

	
	App Form/Int/Test

App Form/Int/Test

App Form/Int

App Form/Int



	Training

1. Secretarial/Administration/IT.

2. First Aid at Work qualification or  willingness to undertake training .
3. Willingness to undertake Basic Health and Safety training .
4. ECDL.
	(
(
(

	(

	App Form/Int/Ref

App Form

App Form

	Safeguarding

1.   Must be suitable to work with 

      young people and vulnerable 

      adults. 


	(

	
	App Fprm/Int/Checks

	Other

1. Flexible.

2. Driving Licence.
	(

	(

	App Form/Int

App Form


	E = Essential

D = Desirable
	App Form = Application Form            Int = Interview

Test = Interview Test                         Pr = Presentation

Ref = Reference                                 MT= Micro Teach
Checks = Disclosure and barring service



	Our mission:  outstanding technical and professional learning, which raises aspirations, develops skills and changes lives.


DUDLEY COLLEGE OF TECHNOLOGY OPERATES A NO SMOKING POLICY
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