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Job Description: 
	Post:

	ALS Administrator                

	Salary Grade:

(fixed point)
	Grade 3, Point 11 – £21,294.42 FTE

	Responsible to:

	ALS Manager / Learning Manager / Head of SEND

	Responsible for:

	N/A

	Location:
	These are campus specific roles, however, there may be an occasional requirement for the postholder to travel between College sites


Key Purpose:
	1
	The primary function of the post is to carry out data input into the College’s Information Systems as directed by the ALS Manager / Learning Manager / Head of SEND

	2
	To provide full administrative support that will ensure that all Education, Health and Care Plan statutory/legal obligations are met.

	3
	To contribute significantly to ensure an outstanding ALS provision.

	4
	To maximise the use of technology in all aspects of ALS support functions.

	5
	To provide administrative support to the Supported Internships team including tracking & processing the claims and payments for Access to Work funding


Key Responsibilities and Accountabilities:

	A
	Support the College’s Vision, Mission and Values and communicate them effectively.

	B
	Carry out data input into the College’s Information Systems, including:
· Pre-enrolment student identification.
· Recording and monitoring of specialist support documentation.
· Invitations to ALS interview(s) and/or assessment(s).
· Recording and monitoring of all recommended ALS support

	C
	Provide day to day support for the SEND Coordinator with all Education, Health and Care Plan transition and administrative processes.

	D
	Co-ordinate and provide administrative support for all ALS teaching 

	E
	To monitor student attendance/absence and withdraw the enrolment when appropriate, ensuring register system is accurate

	F
	Assign, monitor, recall and maintain ALS specialist equipment in liaison with the IT department.

	G
	Regularly monitor the Study Centre email inbox and ensure all referrals and general enquiries are dealt with in a timely manner.

	H
	Complete individual Access to Work applications for all pre and supported interns, as required by campus needs, detailing placement details, support needs and expected job coach hours.

	I
	Manage and track responses from Access to Work including funding received through the Supported Internship budget.

	K
	Make monthly individual claims for all interns to Access to Work to include HSDC finance invoices and job coach timesheets and ensure all claims are posted to Access to Work within the expected time parameters

	L
	Organisation of key SEND transition and liaison meetings / events in collaboration with students, parents/carers, schools and Local Authorities.

	M
	Support the ALS Manager / Learning Manager / Head of SEND in ensuring all ALS resources are deployed efficiently and effectively at all times, confirming value for money and effective budget performance and contributing to the sustainability and financial viability of the college.

	N
	Participate in staff development and training that supports the improvement of the student experience within the ALS provision.

	O
	Contribute to the self-assessment process for ALS and deliver evidenced and quantified improvements through agreed quality improvement initiatives and activities, suggesting possible improvements to the process.

	P
	Provide general day to day administration support as directed by the ALS Manager / Learning Manager / Head of SEND at your designated campus/es

	Q
	Support the ALS Access Arrangements functions as and when required

	R
	To contribute towards the promotion of outstanding ALS, dealing with enquiries from students, staff, Local Authorities and external stakeholders via a range of different communication methods.

	S
	Procurement; Source materials and equipment as and when required. Raise Purchase Orders and Monitor stock levels of resources for ALS

	T
	Undertake such other duties as may be reasonably required of you, commensurate with your grade, at your initial or present place of work or at any other of the College’s operational sites.


Cross-College Responsibilities and Accountabilities

	1 
	Participate in Performance Management and professional development activities as required

	2
	Value and promote diversity and equal opportunities

	3
	Work within health and safety guidelines and be aware of your responsibilities for health and safety.

	4
	Fully support and adhere to the College approved strategies, policies and procedures.

	5
	Be responsible for safeguarding and promotion of the welfare of children, young people and vulnerable adults.

	6
	Support the College’s quality initiatives, promoting the values of the College and ensuring that outputs meet quality standards.

	7
	Provide the best possible service to customers (both internal and external) in line with College standards.


This job description is current as at the date shown below.  
In consultation with you, it is liable to variation by management to reflect or anticipate changes in or to the job.  You are liable to undertake such other duties as may reasonably be required of you, commensurate with your grade, at your initial or present place of work or at any other of the College’s operational sites.

Person Specification
	
	QUALIFICATIONS & TRAINING
	Essential
	Desirable
	How Assessed

	1
	English and Maths to at least a level 2
	Y
	
	A

	2
	Customer Service at L3 or working towards
	Y
	
	A

	3
	Level 2 / 3 qualification in SEND or working towards
	
	Y
	

	
	KNOWLEDGE, EXPERIENCE & UNDERSTANDING 
(CURRENT)
	
	
	

	3
	Excellent IT Skills
	Y
	
	AI

	4
	Ability to maintain confidentiality and maintain data security
	Y
	
	AI

	5
	Thorough understanding of the barriers to learning faced by students
	
	Y
	AI

	6
	Experience of working with students with disabilities and/or difficulties
	
	Y
	AI

	
	SKILLS & ATTRIBUTES

	
	
	

	7
	Total commitment to the College’s vision, mission and values
	Y
	
	AI

	8
	Capacity to use IT systems to record and monitor ALS data and support processes
	Y
	
	AI

	9
	Ability to understand and analyse data
	Y
	
	AI

	10
	Extremely organised approach to work, with the ability to work on own initiative
	Y
	
	AI

	11
	Excellent interpersonal and communication skills, with the ability to develop and maintain effective working relationships with students, staff and external agencies and stakeholders
	Y
	
	AI

	12
	Excellent communication skills, both written and verbal 
	Y
	
	AI

	13
	Excellent listening skills and ability to empathise with students
	Y
	
	AI

	14
	Resilient and positive 
	Y
	
	AI

	15
	Commitment to educational values 
	Y
	
	AI

	16
	A high level of personal integrity, with proven experience of handling sensitive situations with tact and diplomacy and with complete regard for confidentiality 
	Y
	
	AI

	17
	Ability to work effectively as a team member 
	Y
	
	AI

	18
	Ability to work flexibly to meet changing needs 
	Y
	
	AI

	19
	Good record of attendance and punctuality 
	Y
	
	AI

	20
	Commitment to own learning and development 
	Y
	
	AI

	21
	Professional appearance 
	Y
	
	       AI


Key to assessment methods:

A = Application

I = Interview

P = Presentation

MT = Micro Teach session
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