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Job Description

Senior ALS Administrator
Job Title:


Senior ALS Administrator
Grade:



Scale 5
Section:


Additional Learning Support


Hours:



36 hours per week, 40 weeks per year to cover term times
Base:



Harrow Weald Campus
MAIN SCOPE OF POST

Working closely with the Inclusion Manager, ALS Coordinators and the Senior Learning Support Assistants, you will be responsible for the organisation and supervision of funding and administrative systems in the area of Additional Learning Support.  You will work closely with the Inclusion Manager, the CIS team, Local Authorities and Funding Bodies to ensure the accurate and timely processing of funding claims for Learning Support. The Senior Administrator will be expected to provide and deliver professional duty and expertise in areas covered by the Student Support Services and liaise with other departments across the College including but not limited to Finance, CIS, Admissions, Counselling and Wellbeing, and Curriculum Teams.
DUTIES

Support the provision of Additional Learning Support

· Contribute to and support the role of the Learning Support Service to deliver quality administrative services and excellent customer relationships.
· Have responsibility for monitoring and updating student records and evidence of SEND.
· Answer enquiries relating to additional support from students, potential students, parents and staff
· Liaise with the admissions team to ensure every applicant declaring a disability or learning difficulty has their support needs identified prior to enrolment.
· Check that potential students have enrolled and invite these students to contact the ALS team.
· Using the Management Information System, identify students who have requested extra help and update the learning support database, liaise with the Coordinators and Seniors to ensure that identified learners have been assessed and a support plan is in place for auditable purposes.
· Ensure students’ data is held within the ALS office, logging and monitoring data on the database system and files.
· Respond to student enquiries – providing comprehensive advice on all aspects of ALS available at the College and referring students for more specialist advice where appropriate.
· Work closely with tutors and progress managers ensuring information on ALS/LLDD students is filed and maintained accurately, by notifying them of missing information on the system to ensure timely data is available.
· Support the process of arranging interviews and initial assessments both at the beginning of the academic year and during the course for identified students.
· Work as part of the ALS team and ensure that all administration relevant to enquiries is dealt with in accordance with standard procedures.
· Work within statutory timelines to ensure that information is accurately input and recorded in line with funding body annual cycle deadlines, including information required for Individual Learner Records (ILR), Element 2/3 Local Authority High Needs Funding and Low Level additional learning support funding.
· To accurately maintain individual learner database records (including the use of internal systems such as Pro-Monitor, EBS and Pro-Solutions) including the processing of support adjustments and subsequent monthly earning adjustments.
· Proactively liaise with the wider Learning Support team to ensure that additional learning support requirements are accurately identified, recorded and monitored within the constraints of the agreed individual support plan for a learner.
· To liaise with parents/carers, Youth Support Service, local schools, Local Authority and other stakeholders as required.
· Be aware of, work within and respond to national changes in policy, guidelines, regulations and legislation relating to SEND (Children and Families Act 2014 and SEND Code of Practice 2014) and reasonable adjustments (Equality Act 2010).
· Liaise with external agencies and key stakeholders including Local Authorities, feeder schools, ESFA and SFE in relation to claims for Additional Learning Support and High Needs funding.
· Work closely with CIS and the Finance Team in relation to the funding claims for ALS; termly invoicing and payments and the end of year reconciliation of all ALS claims.  
· To produce accurate data reports and correspondence and to process data and financial claims relating to additional learning support.
· Ensure all ALS documentation required by auditors is in place and up to date.
· Resolve enquiries and administer requests from internal and external customers. 
· Contact other institutions and external agencies including, parents/guardians to raise or resolve queries. 
· Maintain a current and archive system for both secure and confidentiality purposes, both paper based and electronic in line with GDPR requirements. 
· Shredding of confidential information in-line with GDPR regulation.

· To provide advice and guidance to staff on administrative issues.

Maintenance of Student Support Records

· Maintain up-to-date and accurate paper-based and computerised records of students requiring additional support. 

· File assessment and attendance records of students receiving support.

·  Process interview forms, update and maintain database and generate additional support forms as appropriate.

· Produce reports to show projected and actual hours of additional support for each student. 

· Communicate with students not attending agreed support sessions. 

· Maintain a record of those students identified as needing additional help during the academic year. 

· Maintain evidence for claiming additional support funding. 

· Keep a record of potential students needing additional support and request information from their previous school/college to assist in putting appropriate support in place.

·  Liaise with tutors to keep them informed of the students’ needs. 

·  Maintain accurate records and meet requests for information in a timely manner. 

· Implement relevant College policies including the student disciplinary code. 

· Assist in the production of promotional material. 

·  Produce high quality documents, tables, reports, etc. in line with College standard format.

Safeguarding Children and Vulnerable adults

· Understand and comply with Safeguarding legislation and ensure that best practice is embedded in all working practices as required.

· Commitment to Safeguarding and promoting the welfare of children and vulnerable adults, ensuring that this commitment is demonstrated in all aspects of the role as appropriate.

· Having due regard to confidentiality, child protection procedures, health and safety, other statutory requirements and the policies of the College.

General 

· Be aware of, and comply with, legislations/competence standards relevant to the work of the Directorate.

· Understand and comply with all college policies, including the Policy to promote Equality of Opportunity

· Assist as required during examination and enrolment periods.

· Working collaboratively with colleagues as part of a professional team; carrying out roles effectively, knowing when to seek help and advice from colleagues.

· Be conversant with Health and Safety and Safeguarding requirements

· Participate in the Staff Learning and Development, Review and Appraisal Scheme.

· Undertake such duties and/or hours of work as may reasonably be required of you, commensurate with your grade and general level of responsibility, at your main place of work or at any other establishment for which the College provides services.

Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.
	 Senior ALS Administrator – Person Specification
	Essential
	Desirable
	How assessed*

	Qualifications
	
	
	

	· 
Good general level of education (GCSE or equivalent including Maths and English at Grade C or equivalent)
	(
	
	AF/Cert

	· Additional training around SEND legislation & Examination Protocol
	(
	
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	· A minimum of two years experience working in an administrative role and excellent administrative skills
	(
	
	AF/IV

	· Experience in working collaboratively with Local Authorities and Funding Agencies
	(
	
	AF/IV

	· Working with significant volumes and complexity of data
	(
	
	AF/IV

	· Experience of Chairing Annual Reviews, the completion of Annual Review paperwork and the completion of High Needs forms
	(
	
	AF/IV

	· Extensive knowledge and understanding of ESFA and HEFCE funding arrangements for SEND
	(
	
	AF/IV

	· Ability to produce and update EHC Plans and Annual Review Paperwork  
	(
	
	AF/IV

	· Ability to produce statistical information and to present it in a format which is readily understood
	(
	
	AF/IV

	· Experience of using ALS systems (e.g. eSpirALS, TEAMS)
	(
	
	AF/IV

	· Sound understanding of Funding timelines relating to Local Authorities and ILR returns
	(
	
	AF/IV

	· Experience of using initiative in setting priorities, meeting deadlines and of working without close supervision
	(
	
	AF/IV

	· An understanding of the Equality Act 2010 and the SEND Code of Practice
	(
	
	AF/IV

	· Experience of working effectively as part of a team
	(
	
	AF/IV

	· Confident when liaising with parents, students and stakeholders
	(
	
	AF/IV

	· Excellent IT skills, particularly Microsoft Excel and ability to use databases/systems effectively 
	(
	
	AF/T

	· Understanding of Literacy and Numeracy Levels  
	(
	
	IV

	· Excellent written and verbal communication skills
	(
	
	AF/IV

	· Excellent customer service skills
	(
	
	AF/IV

	· Understanding of, and commitment to, Equality and Diversity and Safeguarding/Prevent in education
	(

	
	IV

	Other Skills/Personal Attributes
	
	
	

	· Ability to communicate effectively with people at all levels in an organisation
	(
	
	AF/IV

	· Able to form and maintain appropriate relationships and personal boundaries with young people
	(
	
	IV

	· Dedicated and passionate about the success and achievement of disadvantaged students
	(
	
	IV

	· A ‘can do’ attitude and ability to work to set deadlines
	(
	
	IV

	· Energy, enthusiasm, determination and drive to develop your role 
	(
	
	IV

	· Able to work flexibly, including evenings and weekends in term time if required
	(
	
	IV

	· Ability and willingness to work overtime at short notice on occasions, and take most annual leave outside term time
	(
	
	IV

	· Ability to work under pressure
	(
	
	AF/IV

	· Commitment to own training and professional development
	(
	
	IV

	· A methodical, thorough approach to work and high level of attention to detail
	(
	
	AF/IV

	· Self-motivated and able to work effectively without supervision
	(
	
	AF/IV

	Competencies

Support staff should be able to demonstrate competency in the following areas:

Communication; Planning and Organising

Working Together; Customer Services

Adaptability/Flexibility
	(
	
	AF/IV


*Evidence of criteria will be established from:

AF = Application Form

IV = Interview

T = Test (Micro-teach/Skills test)

Cert = Certificates checked on induction
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