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Job Specification

Faculty Administrator – Construction 
Responsible to: Senior Administrator

Grade of post: Scale 4, SCP 14-18 

Hours of work: 37 hours

Work location: All College locations as required

Job Purpose:
1. To provide a comprehensive administrative and systems support.

2. To maintain high and consistent standards in all administrative tasks.
Key Responsibilities

Ensure that all time tabling of full and part time courses are completed accurately and timely. Ensure that information is available to be shared with students and staff in a clearly presentable manner. 
Assist in the collection of information and data across all college systems. 
When staff illness changes classes ensure that register information matches by making changes to corresponding information.
Support the regular monitoring of student progress and checking IS summaries. 
Be familiar with systems to support retention/achievement. 
Coordinate transfers and withdrawals to ensure that financial implications are notified to Student Hub in a timely manner. Support progress evenings and open events. 
Monitor register completion and report to teaching/assessing staff where necessary. Action any anomalies that are on the system immediately to ensure all students are registered correctly.
Allocate rooms usage through college systems to ensure efficiency.

Liaise with teaching and non-teaching staff to ensure that students are enrolled on the correct course and showing on the correct registers, providing information to students, parents and employers regarding general enquiries about courses. 

Arranging meetings as necessary between student, parents, employers and Managers. Keep timetable information on classroom doors up to date each term.

Work autonomously on a list of tasks prioritising them to ensure that deadlines are met. 

Write letters to students, parents and employers as requested by management teams. Communicate to students, parents, employers and staff through email to provide necessary information. Support as required for specific meetings such as disciplinary hearings. Minutes of meetings as directed.

Speak with students, parents and employers by telephone to direct queries and complaints to the appropriate person in the organisation. Ensure that the needs of all stakeholders are considered when dealing with enquiries and giving out information in accordance with GDPR. Inform students of class closures and of any alternative arrangements. 
Ensure that disciplinary meetings are arranged and letters are sent in accordance with the Disciplinary policy. Support collation of information such as destinations, progression throughout the academic year.
Support enrolment college processes working closely with curriculum and admissions teams.
Other Duties and Responsibilities

· To carry out all duties in accordance with the College’s Health and Safety policies and procedures.
· To carry out any other duties as directed by your Line Manager.
Safeguarding

The College is committed to safeguarding and protecting the welfare of learners and expects all who work with or on behalf of the College to share this commitment.  All roles within the College therefore are subject to DBS regulations.

The College considers that the job holder for this role should have a DBS *Enhanced/ CHILD/CHILD and ADULT
Equality and Diversity

We are committed to the promotion of equality of opportunity in all of our activities and to encouraging access to our College from all groups irrespective of race, gender, age, disability or sexual orientation. We are working to create an environment in which cultural diversity and individual difference are positively valued in an atmosphere free from harassment and discrimination. We take our legal and moral obligations with respect to equal opportunities seriously and welcome dialogue with groups and individuals on ways in which our equal opportunities policies and practice can be enhanced.

Health and Safety

To comply with fire, environment and health and safety duties as identified in the current college health, safety and environmental policies and to maintain an awareness and observation of these regulations (as identified and available on the staff intranet).  To maintain an awareness of other college fire, environment and health and safety duties as they relate to your employment.

	Education/Qualifications

	Essential:
	S/L
	I
	A

	· Educated to at least a level 3 or equivalent qualification


	X


	
	

	Desirable:
	
	
	

	· Business Admin Level 3

· IT skills to level 3 or equivalent qualification
	X

X


	
	

	Knowledge and Experience

	Essential:
	S/L
	I
	A

	· Good communication skills

· Ability to use IT and Data Reporting systems

· Able to produce clear written documents when required eg: minutes

· Ability to work across the college 

· Ability to prioritise work and work with initiative

· Ability to perform to a high standard administrative tasks as required


	X


	X

X

X

X


	X

	Personal/Behavioral Attributes

	Essential:
	S/L
	I
	A

	· Be able to work flexibly and sensitively
· Effective telephone skills
· Strong organisation skills with ability to work to deadlines
	
	X
X

X
	

	Other Requirements

	Essential:
	S/L
	I
	A

	· Clean DBS check
· Ability to move around sites timely
	
	X

X
	


S/L = Short Listing        I= Interview         A=Assessment 
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