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Job Description

	Job Title:
	Administration & Governance Officer (0.6 FTE)

	Reporting to:
	CEO

	Responsible for:
	N/A



Purpose of role:
	Provide proactive, high-level administrative and compliance support to the CEO, SS&L Board and Senior Team. This role encompasses governance coordination, some data protection responsibilities and project management to ensure the smooth operation and strategic growth of SS&L. 



Main Duties:
	Governance and administrative support
· Deliver efficient administrative support to the CEO and Chair.
· Provide ad-hoc support to senior managers as needed.
· Coordinate governance changes and updates to Companies House.
· Draft, review and edit a range of documents and correspondence.
· Organise Board and Committee meetings and activities including:
· drafting reports and Board papers.
· collating and distributing relevant information.
· taking accurate minutes and ensuring timely follow-up on actions.
· liaising with company directors.
Data protection responsibilities
· Act as designated data protection support within SS&L with responsibilities including:
· Understanding data protection regulations and how to work within them.
· Supporting internal data protection policies, practices and processes.
· Address concerns from individuals about personal data.
· Inform and support staff with their data protection obligations.
· Respond to data breaches and rights requests, ensuring timely reporting and resolution.
Bid and tender coordination
· Lead the coordination of bids and tenders including:
· gathering and organising necessary information.
· drafting responses and collaborating with bid writers.
· submitting tenders utilising relevant dashboards.

Project and event coordination
· Manage assigned projects including complex, sensitive and confidential tasks.
· Conduct research, analyse data, and present findings in a clear and actionable manner.
· Plan and organise events including meetings and staff days.
Operational Support
· Provide cover for staff absences and lone working across SS&L centres, ensuring continuity in operations.
· Support exam invigilation across SS&L centres as needed.



Mandatory Duties:
	· Commitment to promoting Equal Opportunities
· Commitment to the safeguarding and welfare of SS&L learners and staff






Person Specification:

	Work Experience

	
	Essential
	Desirable
	Assessment Method

	Proven administrative experience.
	✓
	
	Application

	Experience of effectively supporting Board meetings and senior managers.
	✓
	
	Application
Interview

	Providing excellent customer service to internal and external customers.
	✓
	
	Interview

	Data protection compliance experience.
	✓
	
	Application
Interview

	Experience of project management.
	
	✓
	Application
Interview

	Experience of working in further education.
	
	✓
	Application

	Qualifications & Skills

	
	Essential
	Desirable
	Assessment Method

	Highly literate, numerate and IT literate
	✓
	

	Application
Assessment activity 

	Project management and organisational skills
	✓
	
	Interview

	Report writing
	✓
	
	Application
Interview
Assessment activity 

	Ability to analyse data
	✓
	
	Application
Interview
Assessment activity 

	Excellent verbal and written communication skill with an ability to present information effectively
	✓
	
	Application
Interview

	Personal Qualities and Other

	
	Essential
	Desirable
	Assessment Method

	Self-motivated
	✓
	
	Interview

	Target-focused with tenacity and drive
	✓
	
	Interview

	A flexible approach to work with the ability to adapt to a fast-paced, ever-changing environment
	✓
	
	Interview

	Initiative and confidence 
	✓
	
	Interview

	Well organised and reliable
	✓
	
	Interview

	Accurate, thorough and a good eye for detail
	✓
	
	Application
Interview

	Flexible
	✓
	
	Interview

	Diplomatic, sensitive and confidential
	✓
	
	Interview

	A systematic working style
	✓
	
	Application
Interview

	Have your own car with business use included on your policy and be able to travel across Somerset
	✓
	
	Application
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