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Job Description

Administrator: Quality and Performance 
Title of Post:

Administrator: Quality and Performance
Section:

HRUC Apprenticeships and Skills
Reporting to:

Head of Apprenticeship & Skills
Grade:


Scale 4/5
Hours:


36 per week, 52 weeks per year
Location:
Primarily based at Hayes, and may also work at Harrow, Richmond and Uxbridge when required 
MAIN SCOPE OF POST

HRUC has an expanding portfolio of Employer Responsive and Learner Responsive work funded by DfE.  You will be responsible for providing administrative support to the Business Development Consultants with supporting employers with setting up Digital Apprenticeship Accounts and creating DocuSigns to enrol learners. Tracking and monitoring DAS accounts/DocuSigns to ensure timely completion of both.  You will be maintaining our Customer Relationship Management (CRM) system for employer engagement activities.  The role will involve effective communication with staff across the College as well as external customers. You will also undertake a wide range of general administration including word processing correspondence, use of Excel and data inputting, analysis/presentation of data and in a professional format. 
DUTIES:

1. To support Business Development Consultants with creating DocuSigns and tracking these.  
2. All DocuSigns to be with admissions before the apprentices attend college.

3. To support employers with setting up Digital Apprenticeship Accounts 

4. Tracking DAS accounts, making sure these are created as soon as the vacancy has been posted or request for upskilling of existing staff has been confirmed.

5. Ensure Skill Scans and costing are correctly completed.

6. To communicate with curriculum areas to chase up Skill Scans and other DoucSign related queries.
7. To maintain cross College Customer Relationship Management (CRM) system, to capture all employer engagement activities undertaken cross College.
8. To participate in the CRM action group meetings.
9. To arrange meetings, produce agendas, reserve rooms and order refreshments for such meetings.  

10. To undertake general office duties such as photocopying, filing, file preparation and maintenance.

11. To deal with the collection and distribution of all outgoing mail.

12. To receive incoming telephone calls and ensure all calls are handled efficiently and effectively.

13. To support with invigilation duties. 

14. Support Apprenticeship team during busy periods. 

GENERAL:
1.
To provide secretarial/administrative cover across the College at certain times including reception duties, particularly during staff holidays and other periods of absence.

2.
To participate in enrolment duties when necessary.

3.
To take an active part in the appraisal and mentoring process and to engage in relevant Staff Training and Development as identified.

4.
To comply with all relevant Health & Safety Regulations and assist the College in the implementation of its own Health & Safety Policy.

5.
To comply with and actively promote the College’s Equal Opportunities Policy.

6.
To participate in and contribute to the College’s in-service and training activities.

7.
To carry out all other duties as may be reasonably required.

	Further Education is an every 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.


Administrator – Quality and Performance
Person Specification

	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

	· 
Good general level of education (to GCSE level or equivalent) including Maths and English at minimum of Grade C/Grade 4 or equivalent
	(
	
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	· Minimum 2 years’ administrative experience gained in a busy, customer-focused environment
	(
	
	AF/IV

	· Excellent administrative, organisational and time management skills and ability to prioritise workload effectively
	(
	
	AF/IV

	· Good IT skills including working knowledge of Microsoft Office software and use of databases
	(
	
	AF/IV

	· Ability to maintain accurate records, both manual and on a database
	(
	
	AF

	· Good written and verbal communication skills
	(
	
	AF/IV

	· Understanding of and commitment to Equality and Diversity and Safeguarding
	(
	
	AF/IV

	· Excellent customer service skills
	(
	
	AF/IV

	· Knowledge of Customer Relationship Management systems
	
	(
	AF

	· Experience of working in the education/training sector
	
	(
	AF/IV

	· Knowledge of Government Funded training 
	
	(
	

	Personal Attributes
	
	
	

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

	· Ability to work under pressure
	(
	
	AF/IV

	· Ability to work effectively as part of a team
	(
	
	AF/IV

	· Ability to work unsupervised and use own initiative
	(
	
	AF/IV

	· Ability and willingness to travel to other campuses if required (Harrow, Uxbridge and Richmond)
	(
	
	AF/IV

	· Willingness to work flexibly when required
	(
	
	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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