
Learner and Curriculum Administration
JOB DESCRIPTION

	POST TITLE:


	Administrator Curriculum Support TEN and TCO Internal Only

	

	SALARY:

	Job Family Group 6 SCP 10-14 £19,351 - £20,354

	

	CONTRACT TYPE:
	Business Support

	
	

	HOURS:
	1.0 FTE 37 hours per week permanent


	REPORTING TO:                                    Team Leader Curriculum Support TCO and TEN
RESPONSIBLE FOR:                               Learner and Curriculum Data for Schools of TEN and TCO


	CLOSING DATE:
	Monday 23rd May 2022

	
	


INTERVIEW DATE:

            Thursday 26th May 2022
If you have not been contacted within 14 days of the closing date of the position, you should assume that, unfortunately, on this occasion your application has been unsuccessful.

The information given below is intended to provide an outline of the responsibilities of the job and its role within Preston College. The job description outlines the main duties in general and is not intended to be exhaustive. The post holder will be expected to work in a flexible, proactive manner to carry out such duties as are necessary and to communicate effectively with all work colleagues.
MAIN PURPOSE OF THE JOB
The principal duties and responsibilities of the post provide a guide to the major areas of responsibility and include:

Team
The Learner and Curriculum Administration Department is central to delivering the services required to meet the following objectives:

· Deliver a streamlined college administration service process with others to cover all aspects of the college – Cross College, Curriculum, Resources and Engagement

· Liaise with other administration staff to ensure an efficient and effective service is delivered

· Cover all aspects of the learner journey including Enquiry, Application, Enrolment, Registers, Timetables, Retention, Exams and Destinations and Work Experience

· Ensure the administration service matches the Learner Journey

· Ensure support is given throughout the year to deliver recruitment events

· Enable a uniform, coordinated approach to administration services

· Allow for better development of best practice ideas from team members

· Enable single entry/many output process and reduce duplication

· Allow for career progression within the team

· Allow for variation of job role to enhance experience

· Enable coordinated approach to workload and enable more efficient services

· Improve cover for sickness and holidays

· Enable improved reporting service to a variety of users

· Give better feedback to improve systems and workflow

· Create a coordinated service with links to all College departments

In delivering this service the Administrator role will be expected to:

· Work collaboratively on a range of work which may vary on a daily or weekly basis dependent on the demands of the service required

· Plan and organise workload to ensure that targets and deadlines are met

· Work flexibly to support the work of other team members to ensure targets and deadlines are met

· Work effectively individually and as a team member to achieve team objectives

· Deal with administrative queries from colleagues including providing advice and guidance to the Administration Apprentices where required

Information Technology and Systems

· Use a wide variety of Microsoft applications including e-mail, excel, word and other College data management systems

· Ensure information is accurately filed and easily accessible in accordance with operational procedures, highlighting gaps and areas of improvement

· Receive and record enrolment monies in accordance with the College’s financial regulations

· Undertake a range of administrative tasks to support the smooth operation of office procedures e.g. filing, incoming/outgoing mail

· Contribute to the maintenance and development of systems and procedures

Data

· Ensure the accurate and timely input of data onto a variety of relevant computerised systems including student data, financial data, recruitment processes, Curriculum data and HR/Estates/Resources data

· Resolution of data inaccuracies

· Ensure integrity of student and other processed data on systems e.g. registers, courses
· Maintain systems and procedures to ensure compliance with audit requirements

Communication and Liaison

· Receive internal and external telephone calls and visitors from staff and learners providing information and directing enquiries as necessary

· Support student enrolment, advice and College promotional events

· Maintain productive working relationships and share information with others

· Liaison with external customers, e.g. parents, employers, awarding organisations, training providers, funding agencies, other organisations

Customer Care

· Deal confidently with staff, students and other external customers demonstrating respect and dignity at all times to deliver high levels of satisfaction and customer service, including at both the Student Services and Reception areas

Quality Assurance

· Ensure duties are undertaken in compliance with internal office and College procedures

· Support the Team Leaders and work with College team members in the maintenance and development of systems and procedures

Corporate

Support and actively promote a commitment to the College Policies and Procedures including:

· Equal Opportunities and Race Equality Policy

· Health and Safety Policy

· Financial Regulations

In addition to the above duties, the post holder will be required to perform other duties which are assigned from time to time.  However, such other duties will be reasonable in relation to the individual’s skills, abilities and grade.

The Administrator is appointed to the staff of the College and the post holder may, subject to consultation, be required to work in alternative posts of equivalent status, remuneration and duties and responsibilities.

EQUALITY AND DIVERSITY STATEMENT
The College recognises its responsibility to ensure that all students and staff are treated with dignity and respect and that equality, diversity and inclusion are promoted throughout the organisation. Recruitment for positions in the College will be carried out in a manner which accords with best equal opportunities practice.  The selection of candidates for interview will be based on the person specification and applicants should bear this in mind when preparing their applications and completing the application form.

The postholder will be expected to adhere to College policies on Equality and Diversity, Health and Safety and Quality Assurance.

SAFEGUARDING LEARNERS STATEMENT

Preston College is committed to safeguarding and promoting the welfare of children and young people and vulnerable adults and expects all staff to share this commitment. All Preston College staff are required to undertake mandatory Safeguarding training. The successful candidate for this appointment will be required to apply for Enhanced Disclosure for regulated activity through the Disclosure and Barring Service at a cost to themselves.   At present this fee is £38.00 and payment will normally be deducted from your first month’s pay.  Further information on the Disclosure process can be found at www.gov.uk/government/organisations/disclosure-and-barring-service.

VALUES & BEHAVIOURS 
Committed to Learning: 

· We are dedicated to our teaching, learning and support, responding to customer 
needs
· We continually pursue excellence in everything we do

· We are open to change, new ideas and we share information and knowledge

Respect & Consideration:

· We treat each other, our college and our community with respect and consideration
· We value the achievements of every person in the college

· We work together as one college, whilst recognising individual contribution

Customer Focused:

· We are all representatives of the college and will act in a way that best represents 
our values and behaviours
· We demonstrate consistently strong performance

· We seek what is best for the college and the people it serves

Integrity & Honesty:

· We challenge anything that is inconsistent with our values
· We are accountable for our actions

· We act honestly, ethically and legally in all that we do

Make it Enjoyable:

· We encourage a positive and supportive environment
· We make time to help others

· We care about the success of the college






PERSON SPECIFICATION 

	
	Essential/Desirable
	Method of Assessment

	Qualifications
	
	

	Minimum of Level 2 English Functional Skills, or English Language GCSE at Grade C or Grade 4 
	E
	A 

	Minimum of Level 2 Maths Functional Skills, or Maths GCSE at Grade C or Grade 4
	E
	A

	Level 2 qualification in a relevant subject areas or willingness to achieve
	E
	A

	Level 2 IT or willingness to achieve
	E
	A

	experience
	
	

	Evidence of Continued Professional Development (CPD)
	E
	A

	Proven recent experience of working in a busy customer driven administration environment
	E
	A

	Experience of working co-operatively as a team
	E
	A

	Experience of supporting and assisting in the development of administrative systems and procedures
	E
	A & I

	Experience of working with Information Systems to accurately enter large quantities of data
	E
	A & I

	Experience of one or more of the following administrative functions in an educational setting: Curriculum & Timetabling; Applications, Enrolment, Progressions; Learner Tracking & Destinations; Learner Services, LAB/ESF; Fees, Funding & Training; Audit, Returns & Subcontracting or Exams & Outturn
	D
	A & I

	Awareness of when and where to use judgement, and when and where to seek help or appropriate guidance.
	D
	I

	Knowledge, Skills and Abilities
	
	

	Knowledge of administration systems and processes
	E
	A & I

	Knowledge of data and audit requirements 
	E
	A

	Knowledge of awarding body, JCQ and ACE framework regulations
	D
	I

	Knowledge of College recruitment and enrolment events with the ability and experience to support the many aspects of them
	D
	I

	Ability to use initiative, organise and prioritise to meet deadlines
	E
	A

	An ability to support the College to deliver continuous improvements through administration and information services
	D
	I

	Ability to deal and communicate effectively with internal and external customers through both written and oral communications
	E
	A & I

	CORPORATE EXPECTATIONS
	
	

	A commitment to the expected  values and behaviours associated with working at Preston College
	E
	A & I

	A commitment to safeguarding, equality and diversity and health and safety at Preston College
	E
	I

	OTHER REQUIREMENTS
	
	

	Willingness and ability to work at any site or location, given reasonable notice
	E
	I

	Willingness and ability to work flexibly throughout the week
	E
	I

	
	
	


Key:
A
Application Form         I    
Interview 

T
Test

Please note where the person specification states that criteria will be identified through more than one medium i.e. A / I, you must specify how you meet the criteria clearly at all stages in order to comply with the College’s Recruitment Procedure for Employees and Casual Workers. 

