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Job Description

Post:
Evening Administrative Assistant
	Salary/Grade

	Grade 4

	Responsible to:
	Senior Admissions Officer

	Working time:
	Two evenings (Wednesday & Thursday) 4:00pm-9:00pm with flexibility to include occasional extra hours to support events e.g. enrolment. Term Time only.


Main purpose of the post:


To provide a reception and administration service during the evening with a primary focus on supporting the functions of the HE and Adult Education Team
Main duties:

1 Operational/Strategic Planning
1.1 Contribute to setting standards in the annual Self-Assessment report and action plan in line with the College’s planning and quality assurance procedures. 
1.2 To follow college policies and procedures. 

2 Teaching/Training

2.1 To support teaching and training staff with any Admissions, Marketing and Student Services information requirements.

3 Staffing

3.1 Work collaboratively as part of a team to share good practice.

3.2 Work flexibly providing cover for absent colleagues when required.

3.3 Participate in continual professional development and coaching and mentoring to enhance and share good practice.

4 Students

Safeguarding

4.1 Commit to safeguarding and protecting the welfare of children, young people and vulnerable adults by ensuring effective implementation of the safeguarding policy and Prevent Strategy.
Discipline 

4.2 Take responsibility for promoting good standards of behaviour and conduct in students by implementing and reporting breaches of the Student Conduct and Discipline policy.

Learner Involvement 

4.3 Contribute to the development and implementation of the Learner Involvement Strategy in order to improve the quality of provision and to respond appropriately to learner needs (e.g. student surveys).  
5 Quality Assurance 

5.1 Contribute to the Self Assessment Report and Quality Improvement Plan within the Department.

5.2 Participate in the College’s Performance Management Review system and have an annual review meeting with your line manager.

5.3 Keep a professional development file to record personal training and development.

6 Equality and Diversity

6.1 Create a purposeful, positive and supportive working environment, sensitive to equality and diversity.

7 Management Information and Administration

7.1 Provide administrative support as required for general administration and student services work to the HE and Adult Education Team.
7.2 Support learners to complete enrolment forms, check documentation and forward for processing.

7.3 Monitor student attendance and make contact with students as directed by the line manager.
7.4 Take photos and Issue ID cards to students and liaise with the MIS department as required.
7.5 Issue car park permits to students.

7.6 Accurately update management information systems where required ensuring that data quality standards are maintained.

8 Communications

8.1 Provide a friendly, efficient and comprehensive face-to-face ‘front of house’ support service to students, visitors and staff at the HE Student Services Reception and/or main college reception, in a professional and timely manner.
8.2 Attend College events, briefings and meetings as part of the College’s meeting schedule.

8.3 Act as a first point of contact for enquiries both in person and by telephone/email and refer enquiries on as necessary.

8.4 Use the College’s systems, policies and procedures to communicate issues as necessary.

8.5 Liaise closely with the Marketing Officer, Senior Admissions Officer and teaching staff within the HE and Adult Education Team.

8.6 Provide pre-course information, supporting students once on programme.

8.7 Liaise with HE and Adult Education staff on student progress, enrolments, updating student records and tracking student payments.
8.8 Liaise with Estate Staff to ensure safe and secure access around college for staff and students.

8.9 Communicate with Estates and IT Technicians as required.
8.10 Use the College’s visitor procedures for anyone external accessing the college premises.

9 Marketing and Liaison

9.1 Contribute to the marketing and promotion activities of the College and the Department by issuing course information and progressing enquiries.
10 Management of Resources

10.1 Receive and process payments, income and invoices and ensure fees taken are coded correctly.
10.2 Order stationery supplies as required for teaching/administration.
11 Other

11.1 Contribute to the college mission and ethos and support the aims and objectives of the College.

11.2 Follow and comply with the College’s policies and procedures as outlined in the Staff Handbook and take responsibility for the duty of care in respect the levels of Health & Safety across the College.
11.3 Undertake any other duties of an equal nature as assigned by the Principal or his designated alternate.
11.4 Maintain confidentiality at all times.
11.5 Undertake appropriate training as required to further own development and keep up to date with the requirements of the business.
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