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JOB DESCRIPTION

	JOB TITLE:
Hubs Administrator
 GRADE:  
Administration 
DIRECTLY RESPONSIBLE TO: 
Office Manager

DIRECTLY RESPONSIBLE FOR:





	Purpose of Job:
To provide a high quality ‘first point of contact’ service using a variety of methods, for example, by phone, e-mail or face to face.

To help establish and maintain effective administrative systems in order to provide a high quality support service to all clients including colleagues, students and external bodies.




	Main Responsibilities and Duties:

1. To work as directed to provide a comprehensive support service to users of the Hub/Spoke including dealing with general and specific enquiries.

2. To work with, and support, all learners, users of the College, and colleagues,  providing excellent customer service and  supportive advice and information about centre use
3. To carry out administrative duties efficiently and to put procedures into place.  To include, but not exclusive to, filing, photocopying, word processing and faxing.

4. To accurately reconcile and bank all monies received through the till (including petty cash, public payphone and sanitary machine income) and to prepare the same for collection by Securicor.

5. To assist with all administrative procedures relating to the recruitment and enrolment of students, including the handling of monies.

6. To maintain student attendance records using register data.

7. To occasionally undertake evening duties as needed to support the administration of events and curriculum. 
8. To assist with the upkeep of rooms to ensure they are fully resourced.

9. To ensure display and information boards are up to date.
10. To support and promote the work of the College at all times.

11. To work unsupervised at times whilst maintaining high standards.

12. To create and maintain a professional relationship with colleagues and clients.

13. To provide support and cover to colleagues at the Hub and, where necessary, at other Hubs or Spokes.  This may include deputising when required.

14. To undertake all necessary training and attend all meetings relevant to the post and grade.

15. To undertake such duties as may be required by the Principal, commensurate with the grade and nature of the post.

16. In carrying out their duties the appointee must comply with Health and Safety Regulations and their responsibilities within the Health and Safety Policy and be aware of the College statement on Health and Safety.

17. 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.

18. Bolton College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.
19. Commitment to the principles of valuing diversity and equal opportunities.




	Working Hours

.     Your pattern of work will need to be flexible and will therefore vary from time to time.  Occasional evening and Saturday morning work may arise.  In normal circumstances where you work beyond your contracted number of hours, time off in lieu may be given.  
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.



	P    PHYSICAL CONDITIONS
T    The College is multi-site, and some movement between sites may be necessary from time to time.

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.

Appraisal
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 PREPARED BY:  Area Learning and Hub Manager    

DATE:  July 2022



