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JOB DESCRIPTION

	JOB TITLE:
Senior Administrator
GRADE:  Scale 4 




DIRECTLY RESPONSIBLE TO:   Head of Learner Support 
DIRECTLY RESPONSIBLE FOR: 



	Purpose of Job:
To manage the office, reception and administrative systems for the Learner Support Department.  To ensure all administrative systems support the function of the Learner Support department.



	Main Responsibilities and Duties:

1. To line manage the clerical staff in the department, contracted and volunteers, including, supervision of work, appraisals and the supervision of apprentices.
2. To establish and maintain efficient administrative systems in order to provide a high quality support to all clients including colleagues, students and external bodies via a range of methods ie phone, e-mail, face to face.
3. To manage the absence reporting for the Learner Support team.

4. To support the Head of Learner Support with administration and the upkeep of appointments. 

5. To support the organisation of and invigilate during the college’s initial assessments for students.
6. To ensure that there is efficient and effective communication to and from the students’ previous educational establishment regarding their support needs. 

7. To ensure student data is entered onto relevant information systems as required.  
8. To liaise and work with the Admissions and Student Services to contribute to managing the progress of prospective learners with support needs into the college. . 
9. To liaise with all staff working in the department to ensure that Health & Safety procedures are followed in the office. 
10. To manage the upkeep of displays on notice boards and at information points.
11. To provide requested information to the Head of Learner Support or other college managers. 

12. To ensure the accurate distribution, and recording if necessary, of internal and external mail on a daily basis.
13. To provide colleagues and line managers with information relating to administrative support procedures and systems.
14. To review and revise where necessary administrative procedures in order to accommodate changes within the College.
15. To provide a minute taking service for meetings held by the Head of Learner Support or other staff in the department and ensure minutes of meetings are completed and distributed.
16. To provide, as required, accurate and timely reports relating to attendance.
17. To support and promote the work of the College at all times.
18. To undertake all appropriate training and staff developments and attend all meetings relevant to the post and grade.
19. To undertake such duties as may be required by the Principal, commensurate with the grade and the nature of the post.
20. To be fully aware of and comply and promote all College policies, including financial regulations.

21. To comply with health and safety regulations and be aware of the College statement on health and safety.

22. 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. 

23. Commitment to the principles of valuing diversity and equal opportunities. 


	Place of Work

The principal place of work for this post will be Bolton College’s premises at Deane Road. However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may from time to time provides services.
Working Hours

The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities with a minimum of 37 hours per week.  The post holder may, from time to time, be required to work on a Saturday or Sunday, in which case time off in lieu will be given during the normal working week.

.  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   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.
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