STANMORE COLLEGE

Administrator – Principal’s Office
(36 hours per week, all year)
Stanmore College is a small further education college in the London borough of Harrow with an Ofsted rating of ‘Good’.  It delivers education and training programmes to more than 1100 young people and 2000 adults.

We are looking for an experienced and efficient person with suitable qualifications for the post of Administrator in our Principal’s Office.  You will be responsible for providing administrative and secretarial support to the Executive Team and supporting the monitoring of quality systems for the Director of Quality and Heads of School.

You will have excellent administrative, interpersonal and communication skills and be qualified to Level 3 or have a secretarial qualification.
If you would like more information, or an application pack, please see our website: www.stanmore.ac.uk or e-mail hr@stanmore.ac.uk
Salary :  Band F, points 17 – 20, £23,322 - £25,306 per annum

Closing date for applications is Monday, 27th November 2017

Interviews will be held on Tuesday, 12th December 2017

STANMORE COLLEGE 
POST:

ADMINISTRATOR – PRINCIPAL’S OFFICE




(36 hours per week, all year)
REPORTING TO:
PA to the Principalship
Job Summary

To provide administrative and secretarial support to the Executive Team and  support the monitoring of quality systems for the Director of Quality and Heads of School.
Main Activities

1. 
Fostering close and effective working relationships with staff and outside agencies and to provide these people with advice on a wide range of professional and administrative issues
2. 
Exercising initiative in ensuring that information reaches those who need it based on knowledge of College policies and activities
3. 

Assisting the team in relation to maintaining diaries of commitments for the Executive Team members and providing them with the necessary documentation at the appropriate time to support their commitments
4. 
Contributing to the smooth running of the Principal’s Office to include: receiving telephone calls and welcoming visitors on behalf of the above, making phone calls to students and parents as required, preparing e-mails, letters, memos, references and reports as required and drafting correspondence for signature, arranging hospitality and supporting the efficient operation of the kitchen 
5. Tracking quality systems as directed by the Director of Quality. To include: the return of formal and informal lesson observation reports, individual staff action plans, contributing to arranging staff development, tracking and following up on the return of key quality audits, managing the upkeep of the college and quality calendars. 
6. 
Assisting with arrangements for College events, eg: Awards evening, Open evening, etc
7. Dealing effectively with external room hire bookings
8. 
Ensuring that minutes of meetings and documents for which the office has responsibility are loaded onto the Intranet/Internet once approved
9. 
Printing documents, photocopying, collating and distributing papers for meetings as required
10. 
Minuting meetings as and when required
11. To deal effectively with both internal and external complaints within the required timescales
12. Taking personal responsibility for supporting, promoting and following all College policies in relation to health and safety, safeguarding, equality and diversity and data protection within the scope of the post
The postholder can be required to carry out any other duties consistent with the grade of the post at any site on which the College may operate.

This job description is current at the date shown below.  In consultation with the postholder, it is liable to variation by management within a reasonable timescale to reflect or anticipate changes in or to the job.

Salary :  Band F, points 17 – 20, £23,322 - £25,306 per annum

Closing date for applications is Monday, 27th November 2017

Interviews will be held on Tuesday, 12th December 2017

DV : 30.10.2017
STANMORE COLLEGE



 PERSON SPECIFICATION

JOB TITLE:  ADMINISTRATOR – PRINCIPAL’S OFFICE

	Criteria
	Possible source of evidence

	QUALIFICATIONS:
	

	Minimum of a Level 3 qualification or a secretarial qualification


	Application form/certification

	EXPERIENCE OF:
	

	Working in an administrative or secretarial role
	Application form/ supporting statement/interview

	KNOWLEDGE OF:
	

	Sound equal opportunities practice and how to apply it in the relevant area of work


	Supporting statement/ interview

	SKILLS:
	

	Excellent communication skills, both verbal and written
	Application form/ supporting statement/interview

	Proficiency in using Microsoft Office packages including Outlook, Word and Excel
	Interview

	Good time management and organisational skills


	Supporting statement/interview

	ABILITY TO:
	

	Work as a member of a team
	Supporting statement/ interview

	Deal tactfully with people 
	Supporting statement/ interview

	PERSONAL QUALITIES:
	

	Enthusiastic and highly motivated
	Supporting statement/ interview

	Initiative


	Supporting statement/interview

	Discretion
	Supporting statement/interview

	Flexible approach to work
	Supporting statement/

Interview
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