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DERBY college




	Work Experience Administrator
Reporting to Assistant Director – Work Experience
Base:  The Roundhouse

	Hours                              37 hours per week, 52 weeks per year
Contract Type                Support
Holidays                          20 days per annum, subject to service increases
Salary                              £16,302 per annum

	Job Purpose

To provide administrative support, input, maintain and analyse associated data for the Work Experience team, ensuring it is accurate and up to date at all times
To provide a positive, prompt and professional customer service to both internal and external employers and clients

To organise, monitor, attend and take minutes for Employment and Skills Academy (ESA) Board meetings
To assist and provide administration support for Employer Academies (EA)

To support International activities (such as Erasmus) monitoring progress and accurately maintain auditable records in a prompt and timely manner.

To input and accurately maintain Business Reviews in a prompt and timely manner

To book, co-ordinate and support Employer Partnership events as required, resource and co-ordinating other Work Experience activities etc., as required.

To schedule meetings, take meeting minutes and circulate in a prompt and timely manner, whilst maintaining a clear filing system (electronically, and paper based where appropriate)
To have an understanding of the products and services available to all clients from Derby College and Roundhouse Corporate
  

	Key Responsibilities
Staff
· To demonstrate high levels of professional practice, provide advice and guidance and work collaboratively with the Work Experience team, and staff from other areas of the College
· To organise, monitor, attend and take minutes for Employment and Skills Academy (ESA) Board meetings
· To input, accurately maintain and monitor Business Reviews in a prompt and timely manner
· To book, co-ordinate and support Work Experience events as required, resource and co-ordinating other Work Experience activities etc. as required
· To schedule meetings, take meeting minutes and circulate in a prompt and timely manner, whilst maintaining a clear filing system (electronically, and paper based where appropriate)
· To liaise with the relevant stakeholders speedily upon receipt of an employer or client enquiry or complaint
· To identify improvements by sharing ideas and increasing knowledge / awareness across the Work Experience team and the College to achieve excellence and meet industry standards.

· To establish and maintain effective communication within the Work Experience team and other areas of the College.  
Learners

· To engage with learners, where necessary, in relation to ESA and EA activities

· To distribute media, collate and report on responses received and trends identified associated with Work Experience activities, where required
Curriculum

· To monitor and work collaboratively with the Work Experience team, Curriculum and staff from other areas of the College, and those in support roles, to ensure that all data is available and inputted into the relevant systems in a timely manner.
Business Development
· To support marketing activities associated with the Work Experience team
· To support business plans for the Work Experience department, which includes the input and monitoring of Business Reviews, targets, KPIs etc.
· To continually put forward constructive proposals to improve quality procedures to improve efficiency and effectiveness.

· To adhere, support and provide information to the areas’ Business Plan and College Strategic Plan.
· To support the Work Experience team through identification of good practice in line with College processes
Data Management

· To use the relevant CRM system to store, retrieve and manage client information and ensure all records, data, systems, archives and procedures etc. are inputted and maintained in a timely manner
· To provide the reporting and analysis of accurate and timely data using agreed college data reporting and tracking systems
· To ensure the maintenance of appropriate records and documents ensuring they are up to date and accurate in a timely manner

· To input data and provide data and trend analysis of Business Reviews for the Work Experience team
· To manage the collation of information for quality performance reviews, completing the relevant QPR documentation and provide evidence review findings, and to contribute to Self-Assessment Reports (SARs) meetings
· To ensure that quality standards are adhered to, monitored and reviewed
· To develop, implement and maintain tracking procedures as required, to identify trends and report as appropriate

· To ensure audit / Awarding body / inspection / funding criteria are adhered to and work with the Quality Team to review procedures, particularly following external visits or following the introduction of new development.
· To input, monitor and generate reports to ensure the provision of accurate and timely Sales records and is supplied to management, and support services as required
· To prepare reports and other material in support of the Work Experience department as required
Resource Management.
· To ensure utilisation and efficient use of resources within the area including physical space, equipment and materials.

Financial Management.
· To ensure compliance with financial and procurement systems, policies and procedures, achieving value for money and control of expenditure.

· To support International activities, such as the Erasmus projects, monitoring progress and maintain auditable records in a prompt and timely manner.
· To implement and supply the Finance Department with financial figures as requested
Health, Safety and Environmental Management.

· 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 report Health, Safety and Environment risks within your working area in line with the relevant College procedures and guidelines

Continuous Improvement
· To monitor, audit and ensure adherence to College Procedures and Guidelines, using appropriate standard tracking, forms, communication methods etc.

· To support, input, encourage and promote a culture of continuous improvement and development through regular evaluation and review.

· To ensure data is monitored, maintained, evaluated and reported to relevant stakeholders as required
· To support the Work Experience team with any survey requirements as requested

Personal Effectiveness

· To be responsible for your own continuous professional development ensuring that your skills, knowledge and practice are current and future focused and that you stay abreast of key policy changes 
Team Management

· To support new staff induction.

· To ensure you and colleagues comply with statutory and contractual obligations regarding health and safety, equal opportunities and general working conditions etc.

· To inspire colleagues by sharing ideas and increasing their knowledge/awareness

· To support implementation of new processes and procedures to secure efficient and effective working practices
· To receive and answer enquiries from other College staff and provide reports as required.

· To edit, record and report information in a form useful to colleagues
· To identify improvements by sharing ideas and increasing knowledge  / awareness across the College to achieve excellence and meet industry standards

Management Information/Reporting

· To provide regular verbal / electronic reports to the Management Team and other staff across college as requested

· To identify and take action on reports including responding to management and staff feedback.
· To ensure you and your colleagues effective use of College systems and technology including proactively embracing use of IT and digital technology

· To undertake quality audits of appropriate and relevant documents and systems to track and monitor progress as deemed appropriate.

· To support the development of efficient and effective reporting systems
Flexibility

· To efficiently co-ordinate appointments and business needs, working flexibly (weekends and evenings) when required.

· To attend meetings and conferences on and off site and represent Derby College, as agreed by management and disseminate to other colleagues and College staff as necessary.
Additional Requirements (Specific to Area of Specialism)

· To monitor KPI performance and ensure reports are communicated in a timely, efficient and effective manner  
· To provide reporting regarding Business Review performance and market performance.

· To provide administrative support to the Assistant Director – Work Experience
In carrying out your duties, ensuring that:
· You abide by all College policies, procedures and processes ensuring legal compliance to the College
· You are a role model for the College’s values, beliefs and behaviours
· You model the highest professional standards to staff and learners in all aspects of this role, maintaining a visible presence around the College and leading by example.
· You commit to working in a cohesive, supportive and forward-thinking team of colleagues which shares an ambitious vision to secure an outstanding status for the College.
Duties Across College
· To provide a professional customer service to both internal and external customers.

· To demonstrate flexibility in responding to changing demands in personal, departmental or the College’s workload.
· 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 aspects of the Data Protection Act.

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

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

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


	Competencies

Essentials
· Must have good IT user/computer skills, literacy and numeracy with strong data base software knowledge
· Excellent organisational and effective communication skills at all levels
· Be able to take and organise the distribution of minutes within agreed timescales
· Excellent customer orientated interpersonal skills

· Excellent electronic filing and data organisation skills

· High customer service skills

· Ability to manage time effectively and work to regular timetable of demand

· Can work to tight deadlines in a pressured environment

· Analyse and interpret data and produce easily understood reports

· Can think qualitatively and quantitatively

· Can provide constructive and informative feedback on data
· Able to work as an effective team member
· Methodical and accurate
· To prioritise and make decisions

· To use initiative and be highly flexible/adaptable

· Good self-motivation with an ability to work independently 
· To categorise and cross reference information so the general user can understand, access and use it efficiently and effectively.

· Ability to summarise and simplify information

· Report writing
Desirables
· Ability to work with ambiguity
· Understanding of the College environment

· Knowledge of business and commerce

· Knowledge of CRM system

· Good telesales / telemarketing experience



	Qualifications

Essentials

· Vocationally related qualification in data analysis and / or customer service, or willing to work towards
· Business Administration level 2, or willing to work towards

· Level 2 IT, or willing to work towards
· Level 2 English
· Level 2 Maths
Desirables
· Interpret information with regard to its source and purpose
· Understand the way numbers and proportion are represented (and mis-represented)
· Understand significance and correlation

· To recognise the important from less important and prioritise accordingly
· Administration procedures and systems
· Driving Licence
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