HEREFORDSHIRE, LUDLOW & NORTH SHROPSHIRE COLLEGE
Job Description

SIXTH FORM OPERATIONS COORDINATOR - LUDLOW SIXTH FORM COLLEGE

FACULTY:			Ludlow Sixth Form College
RESPONSIBLE TO:	Head of Ludlow Sixth Form

JOB PURPOSE
To coordinate the effective day-to-day operation of Ludlow Sixth Form College, ensuring a safe, welcoming, and well-organised environment for students, staff, and visitors.

The postholder will lead on front-of-house services, campus administration, student support processes, and operational coordination, while supporting key college activities such as enrolment, exams, events, and curriculum delivery.

The role combines operational coordination with high-quality customer service and administrative oversight, acting as a central point of contact across the campus.

KEY RESPONSIBILITIES

Centre Operations & Coordination
· To ensure reception and front of house activities provide high standards of customer support. 
· To identify and respond to operational issues promptly, escalating where necessary.

Curriculum & Academic Administration
· Provide administrative support to curriculum teams, including the coordination and minuting of meetings such as student disciplinary panels, departmental meetings, and other academic or pastoral review meetings.
· Ensure accurate, timely, and confidential records are maintained for all meetings, in line with college policies and data protection requirements.
· Support follow-up actions from meetings, tracking progress and liaising with relevant staff to ensure completion.
· Assist with the organisation and scheduling of curriculum-related meetings and reviews.
· To support student finance, financial transactions and student payment data updates.
· To implement college policy relating to financial handling procedures. 

Reception & Customer Service
· Provide a professional front-of-house service for students, staff, and visitors.
· Handle enquiries in person, by telephone, and via email in a courteous and efficient manner.
· Operate the college switchboard and manage shared inboxes.
· Sign in visitors in line with safeguarding procedures.
· Manage incoming and outgoing post, parcels, and deliveries.
· Issue student ID cards, travel passes, parking permits, and other materials.

Exams
· To co-ordinate & communicate with exams officers to ensure the exams run effectively and efficiently at Ludlow.
· To assist with, and respond to, queries relating to examinations in an effective, pleasant and accurate manner.
· To ensure adequate stocks of stationery and specialist requirements are available for examinations, including for the provision of Access arrangements.

Key and Access Management
· To issue and monitor key passes for visitors and contractors, maintaining accurate records.
· To ensure secure return of keys and access passes in line with centre procedures.


Health, Safety & Security
· To contribute to maintaining a safe and secure environment for all centre users.
· To follow safeguarding, health and safety, and emergency procedures at all times.

General Duties
· To work collaboratively with colleagues across departments and the college to support centre priorities.
· To maintain accurate records and documentation in line with organisational requirements.
· To contribute to continuous improvement of centre systems and processes.
· To undertake training and development as required.
· To comply with the college’s safeguarding, health & safety, equality & diversity and data protection procedures and policies with respect to all students.

Other

· To undertake any other reasonable duties as may be reasonably required. 
· The role may require occasional flexibility in working hours, including occasional evenings.
· The postholder will be expected to always uphold the values and policies of the college.
· 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 centre as relevant to the post. 
· To participate in the College’s staff appraisal scheme.
· To undertake training in first aid and become a first aider for the centre. 



OPERATIONS COORDINATOR - LUDLOW SIXTH FORM COLLEGE

Person Specification

	
	Essential
	Desirable 

	Education and Qualifications 
	· Educated to level 4 or equivalent.
· Grade C/4 in GCSE English and Mathematics, or equivalent
· Level 2 qualification in ICT or proven IT skills 
· Agreement to undertake first aid training

	· Educated to degree level
· First aid at work 


	Experience/
Knowledge
	· Experience of working with people and building positive working relationships.
· Experience in an administrative or coordination role in a customer-facing environment
· Strong organisational and time management skills
· Excellent communication and interpersonal skills
· Ability to manage multiple priorities and work independently
· Competent ICT skills (e.g. Microsoft Office, understanding of set-up and troubleshooting)
· Experience handling cash or financial transactions accurately
· Commitment to equality, diversity, and inclusion

	· A working knowledge of learning opportunities available to adults, including apprenticeships and vocational qualifications.
· Experience working in an education setting
· Basic understanding of health and safety procedures

	Skills and competences
	·  Ability to work flexibly to tight deadlines and to prioritise competing demands. 
· Good communication, administration, interpersonal and customer service skills
· Confidence in dealing with people. 
· Sensitivity and awareness of people’s needs
· Excellent organisational skills, good attention to detail and an ability to work on own initiative and under pressure.
· Good core IT skills including the ability to work, email systems, internet and Microsoft Office packages including Excel and Word.
· A willingness to learn. 
· Pro-active approach with excellent customer care.
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