[image: ]

Job Description

	Job Title:
	Administration Assistant

	Reporting to:
	Learning Support Coordinator



Purpose of role:
	The Administration Assistant forms part of the overall administration service for SS&L and plays a vital part in the smooth running of the business and the quality of service we provide to our learners and business partners. They are expected to understand and be able to carry out key tasks for all other administrators so flexibility, communication, organisation and being pro-active are essential qualities for this post. 

Whilst the primary function of this role is to provide administrative support to the Learning Support team, the Administration Assistant is also responsible for undertaking tasks associated with the smooth running of the centres both in which they are based and across the wider organisation. 

Working within SS&L guidelines, procedures and regulations, the post holder will have day-to-day scope to make routine decisions, prioritising work when appropriate.

The post is subject to strict and conflicting deadlines on a daily, weekly, monthly and annual basis.  It is subject to frequent interruptions, often requiring immediate action or referral.




Main Duties:
	The primary function of this role is to support the Learning Support team with their administrative tasks thereby enabling learning support staff to spend more time with learners, their families and partner organisations. The tasks below are to give an idea of the type and level of work.

Specialty Administrative Support Tasks:

· Administering the learning support provision
· Scheduling support where required
· Monitor courses ensuring all paperwork has been completed
· Monitor Learner Waiting Lists
· Checking learner eligibility
· EHCP annual reviews 
· Inputting data
· Printing and Scanning
· Complete room bookings at internal and external venues
· Provide first line support to Co-ordinators, learners and tutors and escalate as required

General Administration
· Support with the helpdesks, for example: password resets, software/hardware issues, problems accessing programs
· Cover and support in other areas of SS&L where needed and where possible

Exams and Invigilation  
· Fully support exams on an ad hoc, monthly, and annual schedule including GCSEs, Functional Skills, EPA etc. 
· Set up rooms and administer exams in compliance with JCQ guidelines 
· Always ensure security with paper exams including postage after exams 
· Participate in annual Invigilation/access training 
· Handle exam requests from tutors

Premises
· Ensure that premises are maintained to a high standard and comply with building regulations
· Assist with the co-ordination of maintenance and repairs

Health & Safety
· Ensure that all compliance functions and checks are carried out





Mandatory Duties:
	· Undertake such additional duties as may be reasonably required commensurate with the level of responsibility within the Company
· The post may include evening and weekend working 
· Where the post-holder is requested to work additional hours outside of the normal working day and contracted hours, time off in lieu will be agreed with the line manager
· Commitment to promoting Equal Opportunities
· Commitment to the safeguarding and welfare of SS&L learners and staff







Person Specification:

	Key Competencies

	Essential
	Desirable
	Assessment method

	Ability to work on own initiative
	
	Interview

	Ability to prioritise and problem solve
	
	Interview

	Integrity and respect
	
	Interview

	Experience & Knowledge

	Essential
	Desirable
	Assessment method

	Previous experience in working in:
· Customer service
· Data entry
· Working in a team
· Managing workloads to meet deadlines
· Administration or other office work
· Working with spreadsheets/databases
	Previous experience of working in education
	Application form / Interview

	Qualifications & Skills

	Essential
	Desirable
	Assessment method

	GCSE or equivalent in English & maths at grade 5 or above
	IAG L3
	Application form

	Excellent & confident IT user
	Administration qualification L3 or equivalent
	Application form / Interview

	Personal qualities and other

	Essential
	Desirable
	Assessment method

	Ability to work collaboratively 
	
	Interview

	Flexible approach to work
	
	Interview

	Organised
	
	Interview

	Proactive and solution focused
	
	Interview

	Customer focused
	
	Interview

	Excellent communication skills
	
	Application form / Interview

	Self-motivated
	
	Interview

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