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JOB DESCRIPTION

	JOB TITLE:



Administrator to the Principalship Team
SECTOR/SECTION:             

Principalship                          

GRADE:



Admin & Support





DIRECTLY RESPONSIBLE TO:
PA to the Principal/Office Manager



	PURPOSE OF JOB: 
To perform a range of clerical duties in relation to the Senior Management Team and related functions.


	MAIN RESPONSIBILITIES AND DUTIES:

	1. Under direction of the PA to Principal, provide administrative support to the wider Senior Management Team (SMT) as necessary.
2. Under the direction of the Personal Assistant (PA) to the Principalship, and the Clerk, ensure documents for Governor’s meetings are prepared and circulated as the schedule requires.

3. To assist the PA to the Principal / Office Manager with the logging and monitoring of complaints and timely follow up to meet deadlines.

4. To administer the College Deadline Calendar and ensure all deadlines are met by the due dates

5. To liaise with external organisations to organise travel, accommodation, meetings, conferences etc. including the booking of tickets for travel via the internet for SMT members.
6. Under the direction of the PA to the Principal, collate articles for the staff newsletter and distribute to staff

7. To increase the activity on the ‘staff news’ page and ‘staff calendar’ ensuring information is current and relevant.
8. To undertake such financial duties as determined by the PA to Principal / Office Manager including compiling purchase orders, expenses and monitoring goods received.

9. Dealing with telephone customer / visitor enquires within the Principalship.
10. To minute and facilitate arrangements of various meetings as required.

11. To efficiently maintain several systems and procedures within the Principalship e.g. document log book, attendance log and the field trip log.

12. To distribute documents to and from the Principalship as directed by the PAs.

13. To work with PAs to ensure smooth running of meetings and timetables in support of SMT members.

14. To undertake basic letter and email writing as directed by the PAs. 

15. Collecting, opening, sorting and distributing appropriately the incoming mail for the Principalship as necessary.
16. Welcoming visitors to the Principalship and offering refreshments.

17. To identify forthcoming College events and ensure that participants / attendees are invited as appropriate.

18. To book meeting rooms and order refreshments as appropriate. 
19. To ensure the Principalship Intranet pages are kept up-to-date.

20. To ensure stationery stock is available and replenished accordingly.

	21. To develop a familiarity with College systems i.e. EBS, Print groove, Helpdesk, etc.  

22. To maintain efficient filing systems. 

	23. Photocopying and collating documents.
24. Such other duties within the competence of the post-holder, which may be required from time to time.

25. The post holder will be expected to work flexibly and efficiently, to maintain the highest professional standards and to promote and implement the policies of the Corporation.

26. The post holder will be expected to comply with any rules and regulations which the Corporation may from time to time issue to ensure the efficient operation of its business and the welfare and the interests of its students and employees.

27. In carrying out his/her duties, the person appointed must:

· Comply with Health and Safety Regulations

· Be aware of the College Statement on Health and Safety.


	FLEXIBLE WORKING
.  
Whilst this particular post is normally located within the Executive Department, the support services within the College are operated on a flexible basis and staff are required to give support in all areas of the College, as and when required by management, with due regard being given to their specialism.

	WORKING HOURS
You will be expected to work 37 hours per week between the hours of 9am and 5 pm Monday to Friday (part time hours will be considered with a minimum of 25 hours).  Your pattern of work will need to be flexible and will therefore vary from time to time.  In normal circumstances where you work beyond your contracted number of hours, time off in lieu may be given.  For full-time positions (37 hours) overtime on any day other than Sunday or a general or public holiday will be paid at time and a half.  For overtime on a Sunday or Bank Holiday payment will be at double time.  For part-time positions overtime will be paid at plain time until 37 hours is exceeded when time and a half will be paid.  

	TRAINING
The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post-holder may therefore, at the discretion of management, be required to undertake training and development appropriate to present and future needs of the College.
All staff will be required to participate in an annual staff development review.

	      PHYSICAL CONDITIONS
The post will be based in the Executive Department at Deane Road.


	SOCIAL CONDITIONS 
      The post holder and all staff working within the Executive Department have access to confidential information for College employees.  Staff within this Department are expected to maintain the highest level of confidentiality at all times and must never disclose, without authority, information in the course of their duties.

The post holder will liaise with a wide range of staff across the College and members of the public.

	PROBATIONARY PERIOD
If the post holder is a new employee to the College, the first nine months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed. The Corporation reserves the right to extend the probationary period, if, in its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving written notice of one month.  The Corporation’s Disciplinary Procedure will not apply during the probationary period.

	APPRAISALS
The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.

In the interests of Health & Safety, smoking is not permitted in Bolton College.


	JOB DESCRIPTION BY:  PA to the Principal / Office Manager
DATE:  November 2021



