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DERBY college




	Business Administrator – Apprenticeships
Reporting to Director of Apprenticeships
Base – The Roundhouse

	Hours                               37 hours per week, 52 weeks per year
Contract Type                 Support

Holidays                          20 per year subject to service increases

Salary                              £16,881

	Job Purpose
To provide robust and comprehensive administrative support to the Derby College Apprenticeship and workbased learning team and ensuring an excellent customer service is delivered.


	Key Responsibilities
· To provide administrative support to the Roundhouse Corporate Apprenticeship and Workbased Learning Teams.  

· To provide a full and comprehensive administrative support to the programme areas/staff

· To respond telephone enquires in a professional manner

· To support and manage Roundhouse Corporate/Apprenticeship Managers with administrative duties
· To provide effective diary management 

· To participate in Marketing events and activities
· To assist with OneFile (e-portfolio) uploads as required 

· To assist in downloading reports from College Systems including OneFile (e-portfolio)

· To assist in the preparation/checking of programme area statistics/data

· To support the Roundhouse Corporate Team to ensure that data is correct.

· To maintain up to date and accurate student records

· To liaise with the relevant teams and support enquiries from prospective students

· To be responsible for the collection and distribution of post and any equipment necessary for the routine function of the programme areas

· To undertake any other associated duties or projects as appropriate from time to time 

· To adhere to GDPR guidelines when handling data

· To provide a professional customer service to both internal and external customers.

· To take responsibility for one’s own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.

	Competencies
· Articulate to communicate effectively and confidently face-to-face, on the telephone and in writing  

· Ability to form and maintain good working relationships and must be punctual and reliable

· Ability to make a positive contribution to the team (s), valuing colleagues’ particular professional

     and respecting other members of the team

· Analytical, methodical and accurate in your working methods

· Enthusiastic and Proactive

· Honest, flexible and reliable.

· Highly motivated to provide a high quality service

· Total commitment to preserving confidentiality

· Ability and willingness to learn and develop new skills



	Knowledge

Essential
· IT literate with knowledge of Microsoft systems including Excel and Word.
Desirable

· Successful work experience within an office environment


	Qualifications

Essential 

· Minimum x 4 Level 2 Qualifications to include Maths and English 

· 


