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Job Description

Administrator & Attendance Co-ordinator
Title of Post:

Administrator and Attendance Co-ordinator – ESOL, English and 




Maths

Section:

School of ESOL, English and Maths
Reporting to:

Head of School – ESOL, English and Maths
Grade:


Scale 4/5

Hours:


36 hours per week, 39 weeks per year to cover term times 
Base:


Harrow-on-the-Hill 
MAIN SCOPE OF POST

The post-holder will be responsible for providing comprehensive administrative support to the Head of School and Section Managers within the area, to enable the successful delivery of courses within the School.   The post holder will work with the Head of School and Section Managers in the effective running of the School and department.   As part of their role, they will liaise closely with students and staff, and will be effective in maintaining IT and paper-based records to monitor student attendance and behaviour and carry out attendance related administration.    Importantly, their activities and initiative will have a positive impact on admissions, recruitment, retention and achievement as well as student attendance and punctuality in the School in which they operate and will assist the Head of School in meeting agreed targets.   
DUTIES - Administrator
1. To support the Head of School in dealing with operational activities including maintaining the calendar of engagements for the Head of School, making appointments where necessary.

2. To receive incoming telephone calls on behalf of the Head of School, Section Managers and members of the course teams, and ensure all calls are handled efficiently and effectively.

3. To produce/maintain electronic documents initiated by the Head of School and Section Managers including spread sheets, letters, reports, references and organising and maintaining system for storage and retrieval of information.   To input data as required onto the College’s systems and databases and produce reports as necessary.

4. To raise purchase orders on the system (Aptos), check and process invoices in accordance with School budgets.
5. To distribute all incoming emails, post etc to the relevant staff and dealing personally with email correspondence as required.  To copy and duplicate material as required. 
6. To respond to face-to-face enquiries/requests/concerns from students, teachers, staff and visitors including maintaining professional and efficient front line office support.  
7. To maintain a positive visual presence for the School across the college, for example, noticeboards and publicity.

8. To arrange meetings, produce agendas and reserve rooms for such meetings.  To take minutes/notes of meetings and circulate information to parties concerned.

9. To liaise with the Admissions and Marketing Sections and course team members as required regarding the advertising of courses,   distribution of course literature and enquiries, ensuring information is accurate and any changes are conveyed as necessary. 

10. To support the recruitment of students including in-year enrolments such as creating and maintaining list of potential applicants, organising interviewing and enrolment events;   liaising with other departments as required.    

11. To update and maintain records on database (i-Trent) as required, for example,  sickness/absence and liaise with HR as necessary.

12. To assist the Head of School and Section Managers in ensuring effective communication, timetabling and cover arrangements are in place for classes, as necessary, including liaising with other departments and external staffing agencies as required.   
13. To undertake administration surrounding student letters, communications and appropriate tracking documents relevant to departmental needs.
14. To undertake administration in connection with student activities outside the classroom and other College events as required e.g. Open Days, Parents’ Evenings.
15. To support the School with organising and conducting exams and assessments in accordance by guidelines set by awarding bodies and college procedures including organising and maintaining secure assessment storage. 

DUTIES – Attendance Co-ordinator
a) To provide pro-active and assertive support to students, particularly with regard to attendance, retention and performance.

b) To devise and undertake a range of strategies to improve student attendance, retention and achievement.  These will include:-

1. Discussing progress with individuals and groups of students

2. Contacting parents/guardians

3. Using College student records systems to identify and act on problems

4. Liaising with Heads of School/Section Managers, course teams and tutors to agree

appropriate action

5. Systematic attendance related checking and providing reports as appropriate.
6. To undertake systematic attendance and punctuality checking on behalf of the Head

of School and provide regular reports.

7. To work closely with Head of School and School management to devise and
8. implement effective punctuality and attendance strategies.

9. To have a high profile input to induction, tutorial processes and School events

relating to attendance and punctuality management.

10. To engage effectively with individual students and student groups to promote positive

ethos and high expectations.

11. To ensure efficient database management as well as register monitoring and

maintenance to carry out the job function effectively, and to ensure that student 
records are maintained in accordance with College requirements.

12. Identify “at risk” students and closely monitor their attendance and punctuality,

providing guidance for improvement in partnership with parents/guardians and other 
staff.

13. Identify “at risk” groups and target further support such as Functional Skills, welfare advice, careers guidance.

14. To work closely with course team leaders, personal tutors and teaching staff within the School to ensure there is the necessary interchange of information and consistency of systems and procedures to ensure that each student feels supported in a coherent way which is compatible with individual needs and with respective course of study and learning goals.

15. To liaise with relevant internal and external agencies – such as student support, information and guidance, management information systems, parents/guardians and social services – as appropriate.

16. To contribute to and participate in, where appropriate, the termly Case Conferencing and Quality Assurance processes, providing relevant reports as required.

17. To assist the School in providing information concerning issues of student behaviour, be involved as appropriate in the School disciplinary processes and provide relevant reports for College disciplinary hearings and appeals.

18. Attend and contribute to termly meetings and development activities organised by the line manager/Senior Attendance Co-ordinator.

19. Participate in School and College wide events as well as training and development activities.

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 processes 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 Safeguarding and Equal Opportunities Policies.

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 & Attendance Co-ordinator
Person Specification

	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

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

	Knowledge, Skills and Experience
	
	
	

	· At least 2 years’ administrative experience gained in a busy environment, preferably within the education or charity sector
	(
	
	AF/IV

	· Experience of working with people from a disadvantaged background, particularly those who are looked-after and ESOL students (all age groups)
	(
	
	AF/IV

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

	· Ability to build and maintain effective working relationships with individuals across the organisation
	(
	
	AF/IV

	· Pro-active approach to student attendance issues
	(
	
	AF/IV

	· Excellent communication skills, written and verbal, and confident telephone manner
	(
	
	AF/IV

	· Good IT skills including good working knowledge of Microsoft Office software, IT systems and databases
	(
	
	AF/IV/T

	· Good keyboard skills, with the ability to maintain accuracy and speed (min. 50 wpm)
	(
	
	AF/IV/T

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

	· Knowledge of one or more community languages
	(
	
	AF/IV

	· Good literacy and numeracy skills 
	(
	
	AF/IV

	· Excellent customer service skills
	(
	
	AF/IV

	· Experience of taking minutes/note-taking
	
	(
	AF

	Personal Attributes/ Other
	
	
	

	· Interest and enthusiasm for working with young people aged 16-19 and adult students particularly those from a disadvantaged background
	(
	
	AF/IV

	· Understanding of the importance of, and commitment to Safeguarding and Equality and Diversity in education
	(
	
	AF/IV

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

	· Ability to work under pressure
	(
	
	AF/IV

	· Proactive approach to work
	(
	
	AF/IV

	· Ability to work unsupervised and use own initiative
	(
	
	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 Service; Adaptability/Flexibility
	(
	
	AF/IV


*Evidence of criteria will be established from:

AF = Application Form


IV = Interview

T = Test (Skills test at interview stage)

Cert = Certificates checked on induction
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