JOB DESCRIPTION

Post: College Administrator
Hours: 3 days per week
Reports To: College Business Manager
Direct Reports: None
Location: Orpington 

Our belief: 
“RSBC believes that every blind young person should have the chance to live life without limits”
By giving young people the essential skills to take control of their life, they can unleash their true potential. 

Our success depends on our values
Underpinning all of RSBC’s work are values embedded in trust and excellence.				
TRUST: Respect & accountability.
ENERGY: Straight talking & constantly learning.
AMBITION: Confronting reality & driving results.
MOTIVATION: Vision Impaired children and young people are our No 1 priority & solutions, not problems.

Role
· To provide administrative support to the Principal and College Leadership Team and the wider college.
· To support the Business Manager as required.
· To ensure that the general administrative needs of the college are fully met.

General Duties
· Arrange meetings for CLT members and other staff as required.
· Take high quality minutes at internal and external meetings when required, including Governor’s meetings.
· Provide administrative support and coordination for the student Employability Programme.
· Compile all relevant reports in accordance with the various college schedules, as directed, ensuring timely distribution to key stakeholders, ensuring the highest quality and presentation.
· Create college surveys and collate and present result data.
· Organise the student annual review process, attend the reviews, taking high quality minutes and coordinating follow up actions with CLT.
· Arrange and minute student transition meetings.
· Organise and maintain college files and directories. 
· Arrange and book staff training courses.
· Arrange and book student excursions.
· Ordering of stationery and other College supplies.
· To manage the college vehicle log.
· To support the College Business Manager in preparing staff credit card and petty cash logs on a monthly basis.
· Understand and promote the Safeguarding of students, understanding of relevant policies and protocols, reporting any concerns promptly, following the College procedures. 
· Compliance with all GDPR requirements.
· Ensure that Equality and Diversity is embedded in all activities.
This Job Description cannot be considered to be exhaustive and other duties not included above may arise from time to time. On the understanding that such duties are commensurate with the purpose of the job and have been identified by the post holder’s line manager and advised to the post holder, then such additional duties shall form part of the requirements of this post.









PERSON SPECIFICATION

Educational and Professional Qualifications

Essential:
GCSEs or equivalent, including English and maths.
Administration Qualification (Level 2 or above)

Desirable: 
Administration Level 3 or above.

Skills, Experience and Knowledge

Essential
· Excellent communication skills both orally and written.
· Excellent minute taking skills. 
· Ability to think creatively and problem solve. 
· Good IT skills and strong knowledge of all Microsoft Office packages.
· Good interpersonal skills.
· Good telephone manner.
· Ability to organise and prioritise a varied workload to meet deadlines.
· Good attention to detail and accuracy. 
Desirable
· Experience of working with young people with vision impairment and other additional learning needs and/or disabilities. 
· Experience in an educational or charity setting, in an administrative role. 
