WIRRAL METROPOLITAN COLLEGE

JOB DESCRIPTION
	JOB TITLE:

Quality Administrator

	DIRECTORATE:

Quality 
	POST REF:

RQ510

	RESPONSIBLE TO:

Assistant Principal – Quality
	SECTION:

Quality 
	GRADE: 3
HSP RANGE: H7-H14
SALARY RANGE:  £15,281 - £18,498 pa

	RESPONSIBLE FOR:

Supporting the administration associated with staff development, observation of teaching learning and assessment and with continuous quality improvement within the College
	MAIN CONTACTS:
Quality Team
Curriculum Managers
Assistant Principals
External consultants

	MAIN PURPOSE OF THE JOB:

To co-ordinate and maintain the administration of the College’s Teaching Learning and Assessment and Staff Development Processes and Procedures

To aid the collection, analysis and reporting of qualitative and quantitative data and support the administration of the Quality Improvement Framework.



MAIN DUTIES AND RESPONSIBILITIES

1. To undertake the administration of all college systems and procedures in accordance with the Quality Framework, update spreadsheets, databases and tracking sheets. Including collating, preparing and providing information for the quality team and wider college management team.
2. To aid the collection and compilation of data to be used in all aspects of the college’s quality assurance processes.

3. To service reporting of qualitative and quantitative data returns to the agreed calendar for Quality Assurance.
4. To respond to and deal with enquiries and support the college quality assurance and improvement processes.
5. To support the preparation for external validation and quality kite marks.

6. To provide administrative support to the groups and committees of the college responsible for quality assurance, including the preparation of agendas, recording of minutes and follow up.
7. To carry out administrative duties relating to staff development, observation of teaching learning and assessment and maintain and update records for individual staff members.

8. To promote equality and diversity practices across the organisation, working at all times in accordance with the College’s commitment to Equality and Diversity.

9. To undertake all duties confidentially in accordance with the Data Protection Act and provide a quality service at all times.
10. To participate in the College’s staff development programme taking responsibility for maintaining continuous professional development both in relation to the role and business priorities. 

11. To participate in the College’s continuous improvement process engaging in self-assessment and other quality initiatives aimed at becoming an outstanding College.
12. To be familiar with, comply with, and keep up to date with any policies and procedures laid down to ensure workplace and individual health and safety.

In addition to the above, required to undertake such other duties as may reasonably be required commensurate with grade.

This job description is current as at the date shown herein.  Following the normal consultation process, it is liable to variation by Management to reflect or anticipate changes in or to the job.

Date created:19.10.17

Last reviewed:19.10.17

Successful candidates who are offered employment will be subject to a record check from the Disclosure & Barring Service before the appointment is confirmed.  Please call the HR Department if you require further information.  

PERSON SPECIFICATION
	THRESHOLD ESSENTIALS


	Method of

Assessment

	Qualifications

· Level 3 qualification or equivalent
· Level 2 or equivalent maths qualification
· Level 2 or equivalent English qualification
	A/Q

	ESSENTIAL
	Method of

Assessment
	DESIRABLE
	Method of

Assessment

	Qualifications


	
	· ECDL

	A/Q

	Experience and Knowledge

· Significant experience of administrative processes in an office environment.
· Experience of retrieving, inputting and updating education records

· Experience of working with people in different roles and on different sites
	A/I/E
	· Experience of working in a College/the FE Sector or Quality assurance and improvement environment

	I

	Skills and Aptitudes

· Awareness and commitment to the need to maintain and improve quality standards and levels of service

· Excellent communication skills with the ability to communicate with a wide range of people and develop effective working relationships.
· Functional ICT and administrative skills and proficient in using Microsoft Word and Excel, Outlook. 
· Excellent verbal and written communication skills 
· Have a high level of accuracy and attention to detail with the ability to work with high volumes of data. 
· Be able to work well as an integral part of a team. 
· Able to organise and manage time effectively, and work to deadlines.
· Ability to work independently and in accordance with defined procedures
· Excellent interpersonal skills and customer service awareness
· Be able to handle and present statistical information
· Possess tact, diplomacy and discretion and be able to maintain high levels of confidentiality.
	A/I/E
	
	

	Other Requirements

· Ability to work independently and take initiative in accordance with defined procedures
· To recognise and be prepared to work in a changing environment (flexible, willing and able to work under pressure)
· To be aware of and actively promote equality and diversity
	I
	
	


Methods of Assessment

A
Application form



C
Case Study


M
Micro-teach
P
Presentation



E
Exercise/test

I
Interview



G
Group Discussion/exercise

Q
Evidence of qualification
                          F/P       Folder/Portfolio           
