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JOB DESCRIPTION : FACULTY / CENTRE ADMINISTRATOR 
Salary: Support 9 – 12    (£20,166 to £22,007)
Responsible to:
Assistant Director of Curriculum: Head of Professional Studies
Responsible for:
the provision of a comprehensive administrative support service to managers and staff throughout the Faculty/Centre.

The specific duties of the post holder are:
1. To act as the initial point of contact for all enquiries from students, parents and/or employers.
2. To provide administrative support to the Assistant Director of Curriculum: Head of Professional Studies.

3. Handle cash where appropriate complying with the College’s Financial Regulations.
4. To co-ordinate arrangements for and attendance of Faculty/Centre staff at Open Events and Parents’ Evenings.
5. To process student application forms, and arrange and manage interview events for prospective students.  To inform prospective students and Faculty/Centre staff of the outcome following interviews.
6. To inform prospective students of enrolment information and to liaise with the Information Services Department and relevant members of Faculty/Centre staff to ensure that all of the necessary arrangements for enrolment are made.

7. To work with the Assistant Director of Curriculum: Head of Professional Studies to check data received from Information Services regarding student numbers, retention and achievement on courses and ensuring the prompt return of updated/amended information to Information Services.

8. To be responsible for the checking of exam entries, in liaison with Curriculum/Subject Leaders and the prompt return of information to the Examinations Office.  To organise rooming requests for exams and special requests for students with special exam concessions.

9. To issue hourly paid appointment forms, and to monitor and process claims made against these, ensuring that all register information is properly completed.

10. To liaise with the Finance Department regarding budget monitoring, orders, requisitions and purchasing procedures.

11. To produce documents to a high standard of accuracy and presentation to support Faculty/Centre activities.
12. To make bookings, confirm reservations and receive and keep records of student fees in relation to student visits/excursions and also to assist excursion leaders in planning itineraries, undertaking risk assessments and arranging parental briefings and ensuring that all consent forms are properly completed and received.

13. To liaise with personal tutors regarding the production and provision of UCAS and non-UCAS student references.
14. To liaise with the Faculty/Centre Management Team regarding the initial  rooming/staff timetables for the year and to maintain an accurate and up to date record of any subsequent changes via Prosolution.

15. To act as an initial point of reference for all internal enquiries regarding aspects of the Faculty/Centre’s provision.
16. To collect, distribute and forward Faculty/Centre mail and deal with routine correspondence.

17. To assist the Faculty/Centre Management team in ensuring staff absence is communicated to the necessary staff and that cover arrangements are put in place.

18. To provide cover for other Administration staff as and when the need arises.

19. To undertake any other duties at the request of the Head of Faculty/Centre that are commensurate with the role.

	Person specifications:

To be a person who:


	Essential / Desirable?
	Method of Assessment (Application, Interview, Test)

	1. Has a good standard of education qualified to level 3 or equivalent.
	E
	A

	2. Has relevant business admin qualifications.


	E
	A,I

	3. Has previous experience of working in a varied administrative and secretarial role.


	E
	A,I

	4. Has a confident manner and able to communicate effectively at all levels


	E
	A, I

	5. Has an understanding of the aims and objectives of the Faculty/Centre and is able to contribute effectively to their achievement.


	E
	A, I

	6. Has excellent written and verbal communication skills.


	E
	A,I

	7. Is able to work to tight deadlines and with minimal supervision.


	E
	A,I

	8. Is familiar and confident using the common business software packages such as Microsoft Word, Excel and Access as well as other systems used within the College e.g. Prosolution, Student Records etc


	E
	A, I, T

	9. Has excellent organisational skills and is able to work under pressure.


	E
	A,I

	10. Is able to demonstrate initiative and flexibility.


	E
	A,I

	11. Has a willingness to undertake and promote continuous professional development.


	E
	A,I

	12. Has an understanding of the College’s obligations and commitments to the safeguarding of young people and vulnerable adults; the promotion of equality of opportunity and celebration of diversity.

	E
	A,I


