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JOB DESCRIPTION

SERVICE UNIT:
Education & Skills – Skills & Learning Adult Community Education
JOB TITLE:


Curriculum Administrator
REF No:



GRADE:
E
JE REF No:

RESPONSIBLE TO:
Curriculum Administrator Team Leader 
MAIN PURPOSE

· To provide a wide range of administrative and relative project support relating to the day to day operation of a team within a designated function. 

· To manage and monitor administrative procedures, systems and/or project documentation to ensure current requirements are met and to contribute to their development and continuous improvement. 

· To provide a central point of contact within the function and/or project, ensuring the provision of a high quality service.

MAIN RESPONSIBILITIES
1.
Provide office services as required, which may include: attending and minuting meetings; diary and travel arrangements; word processing of reports, presentations, and/or project related documents. 

2.  
Undertake individual project work or administrative duties of a more specific nature in relation to the support of the function as required. 

3.  
Create, maintain and interrogate confidential manual and computerised information and records, within legislative boundaries as appropriate, to ensure accurate and current data is maintained. 

4.  
Undertake research and analyse data and records as required to ensure routine management and/or financial information is available.   

5.
Manage the day to day running and resources of a designated administrative function.
6.  
Maintain information relating to the function and/or project in various forms as required which may include monitoring of webpages; promoting the work undertaken by the function and/or assisting in the organisation of events as appropriate. 

7.
Responsible for ensuring data quality and as such the integrity of management information through the proper use and safekeeping of data and record systems both manual and computerised.

8.  
Undertake and monitor financial procedures as required, which may include invoicing; banking and petty cash arrangements; involvement in the monitoring of project budgets and/or supporting the process of quotations and orders. 

9.  
Act as the designated point of contact for the function and/or a specific project, providing advice and responding on behalf of senior officers as appropriate.  Build contacts and relationships with a wide range of colleagues, keeping senior officers informed and updated. 

10.  
Provide support and cover in the absence of the manager as required. 

11.
To undertake such other duties as may be required from time to time commensurate with the level of the post. 

12.
To comply with all decisions, policies and standing orders of the Council and any relevant statutory requirements, including the Equality Act, the Health and Safety at Work Act and Data Protection Act.
Prepared by: Lesley Spain                                             Updated: (Nov 23) 

PERSON SPECIFICATION
	ATTRIBUTES & CRITERIA
	ESSENTIAL/ DESIRABLE
	METHOD OF ASSESSMENT

	EXPERIENCE

· Significant experience in an administrative role, using computerised systems. 

· Experience of using a range of IT systems, including Word, Excel email and databases. 

· Experience of producing documents to a high quality standard.  
· Experience of financial administration/budget management as relevant to the role. 

· Experience of customer care. 
· Experience of supporting projects.  
· Previous experience of working in a large organisation or local authority.  
· Previous experience of co-ordinating staff
	Essential

Essential

Essential

Essential

Essential

Essential

Desirable

Desirable

	Application Form

Interview

References



	QUALIFICATIONS / TRAINING

· Minimum of 5 GCSEs grade C or above including English Language and Mathematics, or equivalent ability. 

· Good standard of keyboard, numeracy and written literacy skills   

· NVQ 3/BTEC National Certificate/L3 Diploma or equivalent in Administration/Business studies or evidence of equivalent skill level. 

· ECDL or equivalent IT qualification.  1 & 2 

· NVQ/Diploma L3 or equivalent in Customer Service.


	Essential

Essential

Essential

Desirable

Desirable
	Application Form

Certificates



	APTITUDES /ABILITIES
· Excellent IT skills including accurate keyboard skills.  
· Ability to work with minimum supervision, to use initiative, prioritise and complete work under pressure. 

· Ability to build and sustain good working relationships with people at all levels, both internal and external. 

· Ability to communicate effectively, orally and in writing. 
· Ability to retain information and produce accurate/quality work.  
· Apply confidentiality to all information handled.  
· Able to demonstrate tact and sensitivity when dealing with customers.   

· Ability to build up knowledge of policy, legislation and developments in the field of work relevant to the function.
	Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential
	Application Form

Interview

References

Practical Test 

	KNOWLEDGE

· Proven effective knowledge of office practices and administrative procedures. 

· Good written/spoken English.  
· Knowledge of best practise in relation to customer care.  
	Essential

Essential

Essential


	Application Form

Interview



	ATTITUDE / MOTIVATION

· Ability to be flexible with an adaptable approach to work.  
· Provide a supportive working environment to colleagues.   

· Able to undertake training as required.   

· Able to fulfil the travel requirements of the post.
	Essential

Essential

Essential

Essential
	Application Form Interview

References



	OTHER FACTORS
· Ability to travel around the County (and to other areas of the Uk) in an agreed timely manner

· Enhanced Criminal Records Disclosure 
· Flexible approach to working hours (to cover rota between 8am and 9pm for example)
	Essential
Essential
Essential
	Application Form

Interview

Driving Licence

Satisfactory DBS Disclosure


CONTEXT STATEMENT to accompany Job Description & Person Specification

	

	Job title: 
	Curriculum Administrator

	

	Service:
	Adult Community Education 

	

	Location:
	Designate Learning Centre (Dorset)

	

	Reports to (designation):
	Curriculum Administrator Team Leader  

  

	


	Organisation structure

	The post holder will be a member of the curriculum administration team and sits within the Business Support area of the service.  The area comprises of a Business and Finance Manager, Customer and Business Support Team, ICT, Finance, Facilities, MIS and Exams staff. 

The role is responsible for supporting the day to day activities associated with curriculum and exams arrangements working under the direction of the Curriculum Administrator Team Leader and the Exams Officer.  The role is a key role in supporting communications with learners and monitoring of attendance and learner achievements. 



	Service Information

	The service* is the joint adult learning service for Bournemouth, Christchurch, Dorset and Poole which is part of the Education Service of the BCP Council.  It is one of the largest providers of part-time learning opportunities in Dorset, offering a wide range of vocational and non-vocational subjects across a broad curriculum to individuals and groups aged 16 and over, and to businesses. 

The learning offer is responsive to local and national priorities, offering the post-16 population opportunities to up skill, gain qualifications and participate in learning activities to maintain health and well-being.  Learning opportunities are primarily delivered in seven learning centres in Dorset (Boscombe, Blandford, Christchurch, Dorchester, Ferndown, Poole, Weymouth) and in a range of other external venues including schools, community centres and in the workplace.

The service contributes to each council’s agendas for improving the life chances for children and young people, helping vulnerable adults to maintain independent living, improving health and well-being, community safety, cohesion and strengthening Dorset’s economy.  The Service works with a range of internal and external partner organisations to widen participation in learning.



	Context of the work

	The purpose of the role is to support the Curriculum Team and the Exams Officer in the day to day curriculum and exams operations.

The role will be assigned to a curriculum team but will contribute to the achievement of tasks for the whole Curriculum and Quality Team to ensure effective programming, quality management and monitoring, learner monitoring of attendance and achievements and communications with learners.  The postholder will be responsible for business development and improvement activities to achieve service outcomes.

The postholder will work as a member of the exams team under the supervision of the Exams Officer to carry out the administration of learner examinations & assessments and associated administrative processes.  The postholder will be responsible for the security of examinations materials and for the supervision of invigilators and learners before and during exam sessions. 



	Supervision and management

	To supervise and co-ordinate Teaching & Learning staff and Invigilators.

Teaching & Learning staff dispersal across other learning centres



	Contact and relationships

	Dealing with a range of complex and contentious matters requiring support, persuasion, advocacy and sensitivity, within the application of operational guidelines. The outcome will have significant implications, including care, for the contact or the service. 

Provision of Information to learners and staff.

Advice to Teaching & Learning staff based on a knowledge of how the service and the curriculum subject area should be delivered. .



	Decisions and consequences

	Work is carried out within programmes and objectives where there is a wide range of choices and where advice is not normally available and/or decisions where policy, procedures and working standards provide only general guidelines. 

Decisions which have significant implications for the service or significant effects on employees or other individuals or other organisations. 



	Resources

	Responsibility for use and security of examinations materials.

Responsible for the use and safekeeping of small equipment.



	Work demands

	Lead, plan and organise own work flow under the supervision of managers.

Work is subject to deadlines involving changing problems, circumstances or demand and the role holder will be required to manage tasks in accordance with this.



	Other information

	The post is flexible to allow for home working and hot desk working in one of the Learning Centres in Dorset or BCP Council offices.  Post holders may be required to taking responsibility for unlocking and locking premises.

Some travelling between Service sites will be required.

Where the post has part-time hours, the deployment of hours can be negotiated but the agreed hours must suit service need and may include some Saturday and evening work.  Post holders are required to have a flexible work pattern to ensure that Service needs at peak times are met and to enable day-to-day communication with learners, contacts, partners and other stakeholders.




	

	Context Statement prepared by:
	Lesley Spain

	

	Designation:
	Principal Learning Manager 
	Date:
	Nov 23
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