
 
 
 
 

 
 
 

 
 
Job Responsibility Outline: 
 
Title:  Administration Team Leader 
 
Salary: £29, 146 per annum 
 
Hours: 35 hours per week 
 
Contract Type: Business Support (6 months Fixed Term Contract ending 31st October 2018) 
 
Purpose of the Job:  
 
To line manage a large team of administrators and apprentices to support the key functions of the 
apprenticeship department including registration, certification, verification, audit and compliance.   
 
This is a key role in supporting central services in both the Registry and Exams departments as well as other 
internal teams such as the Delivery and Employer Engagement teams to ensure all data is processed in a 
timely manner through to the MI department.  To work with the MI Department to ensure the data matches 
the expected enrolments.  To provide reports on Key Performance Indicators and Key Risk Indicators as 
specified by the Quality & Compliance Manager. 
 
Department/Division:  A-EAP 
 
Reporting to:  Quality & Compliance Manager 
 
Main Tasks 
 
The post holder will be expected to undertake any of the duties set out below, subject to appropriate training, 
although he or she would normally concentrate on a particular area.  However, in order to ensure a range of 
experience for the benefit of post-holder and the College, duties may be rotated from time to time. 
 
The post-holder will complete administrative tasks to support the department in which they are assigned. 
These duties may include (but are not limited to): 
 

1. To line manage a team of administrators to support the key functions of the apprenticeship and 
employability teams. 

2. Work closely with the head of MI, Exams and Registrations to ensure smooth processes support the 
centralised functions. 

3. Produce monthly Key Performance Indicator reports and monitor Key Risk Indicators in conjunction 
with the Quality & Compliance Manager 

4. Main contact liaison with Finance Department with regards payroll queries 
5. Monitor staff and supplier invoices and raising PO’s for payment in Proactis and responsible for 

making sure new suppliers complete new supplier forms for registering with Proactis 
6. Oversee DAS process is working efficiently between the Administration Team and Apprenticeship 

Development Manager 
7. Manage the admin team to make sure they working to full capacity by delegating tasks and 

responsibilities accordingly. 



 
 
 
 

 
 
 

8. Ensure the admin team maintain accuracy of records and ensure data is input and submitted in a 
timely manner in accordance with the agreed department policies and procedures 

9. Supervise and mentor the admin team in maintaining effective filing and record keeping systems that 
comply with College procedures and audit requirements. 

10. Monitor the timeliness of enrolments, validation and certification to meet agreed SLAs 
11. Drafting SLA’s on behalf of the Administration Team at the request of the Quality & Compliance 

Manager 
12. Dealing with day-to-day correspondence and, where appropriate, drafting responses to 

communications. 
13. Responsible for conducting team PDR’s, 121’s, Disciplinary meetings and Probation Review meetings 
14. Logging staff absence and holiday requests within HR iTrent system 
15. Acting as a point of contact for those outside of the department - liaising with external agencies and 

internal Centres/Departments/Divisions. 
16. Acting as first point of contact in relation to all enquirers to the office, including: answering telephone 

calls, welcoming visitors and looking after their needs, taking messages and responding to them or 
passing them on as appropriate. 

17. Responsible for writing and typing minutes for Administration Team meetings 
18. Main contact for ordering Administration Team’s stationary requirements on Proactis 
19. Work with the Administration Team and Quality & Compliance Manager to make sure the department 

is fulfilling its audit commitments 
20. To provide ad-hoc assistance for MI Administrator, Smart Assessor Administrator and ACE claims 

Administrator as and when required 
 
The post-holder will also be expected to: 
 

 Demonstrate model behaviours that, at all times, are consistent with an open, inclusive and 
participative style; 

 
 Be proactive in identifying and pursuing opportunities that are appropriate to maintaining his/her 

continued professional development; 
 

 Demonstrate a commitment to the development and practice of equal opportunities in every aspect of 
the life of the College; 

 
 Abide by the College’s data protection policy; 

 
 Actively participate in the appraisal scheme; 

 
 Participate in the implementation of and compliance with the provisions of legislation and good 

practice relating to health and safety; 
 

 Carry out work in a manner and framework that is consistent with the College’s requirement to 
safeguard children and vulnerable people;  

 
 Work within the College values. 

 
Other duties 
 



 
 
 
 

 
 
 

The scope of this profile reflects the needs of the College at the present time:  it is not intended to be a fully 
inclusive or exhaustive list.  The post-holder will therefore be expected to work flexibly and to undertake such 
other duties as may from time to time be reasonably allocated by the line manager.  The profile will be 
subject to continuous review as the needs and requirements of the College change over time. 
 
Person Specification 
 

Area to be 
assessed 

Essential Desirable  How this will be 
assessed 

Qualifications 4 GCSEs including at least D grades in English 
and Maths (or equivalent). 
NVQ 3 in Business Administration or 
equivalent 

Level 3 
management 
or team 
leading 
qualification   

AF 

Professional 
Development 

Willingness to engage in ongoing professional 
updating and development in relevant fields. 

 AF, I 

Knowledge Knowledge of the administrative functions 
required to support apprenticeship and 
employability programmes. 
Knowledge of funding requirements for SFA 
including eligibility criteria 
Knowledge of funding paperwork required for 
enrolment  

 AF, I 
 
 
AF, I 
 
AF, I 

Experience Experience of carrying out a similar role for at 
least 1 year. 
Experience of line managing a team of 
administrators preferably in the apprenticeship 
sector 
Experience of completing funding paperwork 
and the necessary compliance data 
Experience of undertaking internal audits and 
managing external audits and compliance 
visits 

Experience 
of working 
with Smart 
Assessor 

AF, I 
 
AF, I 
 
 
AF, I 
 
AF, I 

Skills & Abilities Self-motivated with good research and 
organisation skills.  
The ability to work effectively as a team 
member. 
Some existing IT skills.  
Attention to detail and accuracy when 
completing tasks. 
Good literacy and numeracy skills (at a level 
appropriate to undertake a level 2 
qualification). 
Commitment to complete the Apprenticeship in 
Business and Administration framework. 
Articulate and well-presented and sensitive to 
a customer focused culture. 
Commitment to total equality and quality. 

 AF, I 
 
AF, I 
 
I, T 
AF, I 
 
AF, I 
 
 
AF, I 
 
AF, I 
 
AF, I 
 



 
 
 
 

 
 
 

 
Please indicate how these will be assessed: AF (Application Form), I (Interview), T (Task). 


