Job Description
Title of Job:

Administrator


Salary/grade:

Scale 4
 

Person Reports to:      Student Data, Examination and Administrator Team Manager
Purpose of Job:  To work under the guidance of senior staff to provide general administrative and financial support to the College
Key Liaison with:  Senior Managers and Heads of Faculty.
Working at HSFC:  

Equal Opportunities:  HSFC has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people, and expects all employees to understand and promote its policies in their work.  We expect that the post holder will give a high profile to equality of opportunity in all areas of activity.

Public Relations:  We attach considerable importance to the public relations aspects of all work undertaken by HSFC staff.  We expect all staff to promote the work that is carried out across the College’s various services and to project the reputation of the College as being anxious to assist wherever possible. 

We expect staff to deal with all people politely and tactfully, offering advice and guidance in accordance with College guidelines when requested, and to contribute to the maintenance of the College environment.  We expect all members of staff to work effectively as part of a team, or teams, delivering high quality education and support services to students and staff in pursuance of the College’s Strategic and Operational Objectives.

We expect staff to make themselves aware of College policies and procedures and to carry out duties at all times in accordance with the College’s equal opportunities, race equality, health and safety and risk management policies and procedures.  

We expect the post holder to respect the confidentiality of matters relating to learners and other members of staff.  The post holder must be aware of and comply with the requirements of the Data Protection Act (DPA), details of which are available in the College.

Under the Health and Safety at Work Act 1974 all staff have a duty to assure reasonable care for the Health and Safety of themselves and others affected by their acts or omissions at work and co-operate in meeting the requirements of the law.

We expect staff to prioritise their own work to meet deadlines and achieve targets as agreed with line managers as part of the line management, and appraisal and review process.

Key Accountabilities:
Administration

· Provide general clerical/admin support, e.g. photocopying, filing, faxing, e-mailing, completing standard forms, responding to routine correspondence

· Maintain manual and computerised records/management information systems

· Produce lists/information/data as required, e.g. students’ data

· Undertake typing, word-processing and other IT-based tasks

· Take notes at meetings

· Sort and distribute mail

· Undertake administrative procedures 

· Maintain and collate students’ reports

· Undertake routine administration of College lettings and other uses of College premises

Resources

· Operate relevant equipment/ICT packages (e.g. word, excel, databases, spreadsheets, Internet)

· Maintain stock and supplies, cataloguing and distributing as required

· Provide a loans service to students for books and equipment
· Provide general advice and guidance to staff, students and others

· Undertake general financial administration, e.g. processing orders

Organisation

· Undertake reception duties, answering general telephone and face-to-face enquiries and signing-in visitors

· Assist with student first aid/welfare duties, looking after sick students, liaising with parents/staff, etc.

· Assist in arrangements for College trips, events, etc.

All staff are responsible for:

· Children & Vulnerable Adults: safeguarding and promoting the welfare of children and vulnerable adults

· Equipment & Materials: the furniture, equipment and consumable goods used in relation to their work

· Health / Safety / Welfare: the health and safety and welfare of all employees, students and visitors under their control in accordance with Hopwood Hall College’s safety policy statements

· Equal Opportunities: performing their duties in accordance with Haringey Sixth Form College’s Single Equality Scheme

· Leadership by example and personal commitment to the College’s code of conduct and values.

· Adherence to and compliance with all College Policies and Procedures

· Management of human, physical and financial resources, and efficiencies. 

The post-holder is required to respect the confidentiality of matters relating to students and other members of staff.  The post holder must be aware of and comply with the requirements of the Data Protection Act (DPA) details of which will be made available.

Under the Health and Safety at Work Act 1974 all staff shall have a duty to assure reasonable care for the Health and Safety of themselves and others affected by their acts or omission at work and co-operate in meeting the requirements of the law.

A Disclosure & Barring Service check is carried out for all appointments.

Please Note:

This job description is intended as a guide to the general duties and responsibilities of this post, which reasonably may vary from time to time according to the needs of the service. It does not form part of the terms and conditions of employment.

This appointment will be on the Academy Trust’s terms and conditions for non-teaching Support staff.  Currently these reflect the provisions of the National Joint Council for Local Government Services (NJC) as set out in the Scheme of Conditions of Service (Green Book) and the Greater London Provincial Council.

The Academy Trust may from time to time in its discretion vary any such terms and conditions after consultation with the trade unions recognised for negotiating purposes by the Academy for your employment.

The Academy Trust is an admitted body to the Local Government Pension Scheme (London Borough of Haringey), and the post holder will be entitled to join that scheme.

Person Specification

Student Services Officer

	CRITERIA
	ESSENTIAL / DESIRABLE
	EVIDENCE *

	QUALIFICATIONS AND TRAINING

	Maths and English GCSEs at C or above
	E
	F

	Good evidence of continuing professional development
	E
	F

	PROFESSIONAL EXPERIENCE

	Experience of working with young people and their families
	E
	F/R

	Evidence of a commitment to the pro-active promotion of the equalities and diversity agenda
	E
	F

	Has worked in more than 1 school/College/Sixth Form across the 11 to 19 age range
	E
	F

	ABILITIES AND SKILLS

	Ability to build trusting relationship with students and their parents/carers.
	E
	F/R/I

	Excellent ICT skills including a high level of competency in MS Word and Excel, experience of using databases and the ability to transfer skills to learn new systems
	E
	F/T

	Capacity and enthusiasm for hard work
	E
	F/R/I

	Ability to be an effective team player
	E
	I/R

	Ability to work calmly under pressure and maintain a positive and optimistic attitude
	E
	T/I/R

	Ability to work under pressure and ensure that deadlines are met.
	E
	T/I/R

	A good eye for detail and accuracy when inputting data.
	E
	T/I/R

	Advanced user of ICT
	E
	F/I

	Ability to establish and maintain effective working relationships whilst demonstrating a flexible approach.
	E
	F/T/I/R

	Knowledge of school/education-based administrative systems; REMS in particular would be desirable but is not essential.
	D
	F/I

	PERSONAL QUALITIES

	Emotional maturity, determination and a steady temperament
	E
	R

	Reliability, honesty and trustworthiness, demonstrating the highest professional standards
	E
	R

	An excellent listener who can respond sensitively to people's problems and be able to deal with them in a sympathetic, tactful and non-judgemental way
	E
	F/I/R

	Good judgment
	E
	R

	Flexibility and resourcefulness
	E
	R


*

F = Application Form

T = Tasks

I = Interview


R = Reference



All candidates are asked to complete an application form and a supporting statement detailing how you meet the selection criteria in the person specification.

