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JOB DESCRIPTION
Job Title:



Administration Assistant
Reports to:



Centre Administration Co-ordinator        
Direct Reports:


None
Overall Responsibilities:
· To assist the Director, Assistant Directors and Senior Managers with the general administration of the programme area(s).

Main Duties:
1. To assist with telephone enquiries and visitors to College Reception, creating good customer relations, being polite and helpful at all times
2. To be responsible for the purchase of all printed forms, stationery and equipment necessary for the routine function of the programme area.
3. To assist in the provision of a reprographics service to all staff and maintain photocopying requirements on a day to day basis.

4. To provide secretarial and administrative support to the Director, Assistant Directors and Senior Managers.

5. To provide administrative support to the programme area staff.
6. To be responsible for the administration of the College transport booking system and assist with student transport and bus passes.
7. To assist with the organisation/administration of events, Open Days, Parents Evenings etc.
8. To be responsible for promoting and safeguarding the welfare of children and young persons you are responsible for, or come into contact with.
9. To undertake any other associated duties as appropriate from time to time assigned by the Senior Centre Administrator/Team Leader.
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PERSON SPECIFICATION
Job Title:  Administration Assistant
	
	Essential
	Desirable


	Qualifications/ Training
	· 5 GCSEs to include English at Grade A-C
	· Customer Services training
· RSA II/III Word processing or equivalent

	Knowledge/ Experience
	· Recent successful experience of secretarial and administrative work in an office environment
· Experience of producing a variety of business documents using Word
· Willingness to tackle complex word processing tasks
· Experience of operating computerised and manual systems
· Experience of working effectively with a diverse range of cultural groups
· Experience of working in a customer focused environment
	· Working knowledge of Microsoft Office
· Experience of databases, spreadsheets, internet, electronic mail
· Experience of minute taking

	Skills/Abilities
	· Ability consistently to provide a high quality learning experience for all students
· Ability consistently to demonstrate high levels of performance within your job role
· Ability consistently to contribute to the provision of a welcoming and supportive environment for students
· Ability to make a positive contribution to your team, valuing colleagues’ particular professional expertise and respecting other members of the team as individuals
· Ability to form and maintain good working relationships
· Ability to communicate effectively with a wide variety of people in a professional manner; face to face, on the telephone and in writing
· Ability to deal calmly and effectively with challenging customers and face-to-face situations
· Ability to produce documents that are grammatically correct and spell checked
· Ability to prioritise own workload and juggle a range of tasks and deadlines effectively communicating changing priorities to those involved
· Ability to record, track and retrieve documents using files and folders (both paper-based and on the pc)
· Ability to work on own initiative
· Ability to communicate with students who may have limited understanding of English
· Ability to assimilate course/project information and opportunities, to be able to provide accurate advice and information to customers
· Ability to carry out College business as appropriate at all times and promote the College’s good reputation within the community

	

	Special Requirements
	· Responsibility for promoting and safeguarding the welfare of children and young persons you are responsible for, or come into contact with

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people

· A flexible approach to work patterns
· A willingness to work at all locations at all sites
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