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Herefordshire, Ludlow and North Shropshire College
Job Description 

 
	Post Title: 
	Faculty Administrator
 

	Line Manager: 
	Assistant Principal
 

	Job Purpose: 
	To support the efficient running of the faculty through the provision of excellent administrative support and reception duties.




Main Duties and Responsibilities

A flexible approach is required to the job as change may be necessary within the scope of the post.


1. Administrative duties

· To support the Vice-Principal, Curriculum Team Leaders and/or Heads of Campus with development and maintenance of organisational and administrative systems that are required for the smooth running of the faculty, including but not limited to student and apprentice recruitment, enrolment, progress and achievement.
· To implement and maintain systems to manage the financial affairs of the faculty, to include processing of orders and invoices where applicable.
· To provide secretarial support to the Vice-Principal, Curriculum Team Leaders/Heads, course teams and for cross college activities, meetings, disciplinary as necessary.  
· To cover administrative functions within the faculty in the event of absences.
· To assist with the general upkeep and orderliness of teaching areas and notice boards.
· To assist with the organisation and co-ordination of Faculty Awards ceremonies.
· To co-ordinate internal and external meetings and events.

2. Reception Duties

· To provide and/or cover reception duties as required by your faculty and campus. 
· To operate the college computerised phone system.
· To handle all enquiries from the public, staff and students in a courteous, tactful and helpful manner. 
· To sign in visitors safely, adhering to all safeguarding protocols. 
· To issue student and staff permits and passes as appropriate.
· To contact first aiders and, if required, arrange transport for injured parties.  
· To assist with student open events, taster days and enrolment.



3. Student and Apprentice Recruitment

· To support faculty staff to prepare for open events and enrolment of students and apprentices.
· To liaise with faculty staff to arrange student and apprentice interviews and provide interview outcomes on EBS and to applicants.
· To collate and send enrolment and joining instructions to students and apprentices, and to respond to any queries.

4. MIS including registers and timetables 

· To support register completion using EBS through grouping, reconciliation and close communication with Faculty link for timetabling in MIS. 
· To follow agreed MIS timetabling protocols for staff absence, reported student absences, room changes etc. 
· To receive and process reported absences. 
· To record disciplinary outcomes received from faculty staff at stages 1, 2 and 3. 
· To support with exam administration and exam room requirements as required. 
· To comply with college administrative and quality procedures as required.

5. Other

· To undertake any other reasonable duties as may be reasonably required. 

6. Staff Development 
 
· To attend and participate in formal and informal training and staff development programmes. 
· To keep up to date with the introduction and operation of any technology and software developments within the College relevant to the post. 
· To keep abreast of local and national digital initiatives and developments.
· To contribute to the delivery of training on routine aspects of the service. 
· To participate in the College’s staff appraisal scheme. 
 
7. Environment

· Be prepared to undertake training in first aid with a view to becoming a first aider. 
· To implement college policy relating to financial handling procedures. 
· To adhere to all health and safety, safeguarding, Prevent and equality and diversity policies and procedures and manage staff within the department to do the same. 



Personnel Specification 
Faculty Administrator

CRITERIA 
 
	 
	Essential 
	Desirable  

	Education and Qualifications  
	· Minimum GCSE Grades C/4 or above (or equivalent) in English and Maths 
	· Minimum Level 3 administration (or equivalent) 
· First aid qualified*
· Health and safety qualification*
· Group 3 safeguarding*
· Equality and Diversity training


	Experience/Knowledge 
	· Previous experience in an administrative role.
· Experience of using Office 365

	· Previous experience in an administrative role within a college or school.


	Skills



	· Excellent communication skills.
· Excellent organisational and presentational skills.
· Excellent customer care skills.
· Excellent IT skills. 

	

	Competences 
	· Ability to work effectively across a range of curriculum and non-curriculum teams.
· Ability to set up and maintain organisational systems.
· Working with people and building positive working relationships. 
· Planning and organising.
· Adhering to principles and values. 
· Capable of working under operational pressure.
· Maintaining confidentiality and discretion.
	· Adapting and responding to change.
· Solution-focused.
· Knowledge of relevant Health & safety and safeguarding requirements
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