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JOB DESCRIPTION 
Job Details

Post:   
Adult Community Learning Administrative Apprentice

Grade:   
LEVEL 2 APPRENTICESHIP POST (Business Administration)
Responsible to:    
ACL Quality Coordinator
Responsible for:   
None

Key Purpose:   
Under the supervision of the Quality and Administration Coordinator and the overall direction of the Community Engagement Manager, the post 
holder will assist in the provision of a high quality reception and administration support service within the Adult Community Learning team.
Specific Responsibilities

1. To assist in the provision of an effective reception service for Adult Community Learning (ACL), in line with exceptional customer service.
· Help to greet visitors and respond to personal, telephone, e-mail and written enquiries; elicit their needs and offer information advice and guidance in line with ACL provision and wider strategic objectives.    
· Liaison with external referral agencies and partners which will include presence at external events to promote Adult Community Learning opportunities. 

· Primary contact for ACL self-employed tutors including invoice processing and day-to-day support for established courses.
2. To contribute to the smooth running of Adult Community Learning
· To assist in the provision of administrative support for community learning including telephone communication, data entry, handling post, filing, photocopying and the preparation of correspondence.
· To assist in the organisation of courses to ensure appropriate venues, resources and publicity are in place, and that tutors have the correct paperwork to run the course.

· To record, check , input and monitor tutor invoices and course related invoices, raising orders on the college financial systems 

· Be responsible for maintaining the stationery resources for the team, monitoring stock, posting purchase orders, making orders and replenishing stock.

· To assist in ensuring that the Student Advice Centre has current, up-to-date and timely information about the courses offered through Community Learning. 
3. To support the Community Learning team in the provision of exceptional customer service

· Prepare, check and input information into the College Management Information Systems and assist in the collection and maintenance of such information.

· Work with the ACL Quality Coordinator to develop, implement and evaluate procedures which improve customer service.


· Contribute to, and represent the College at community events.
· Assist with the regular review of College information and literature.
· Work to a range of performance indicators relevant to the services provided by the Department in order to ensure continuous quality improvement. 
Professional Conduct

· Adhere to the department’s code of conduct and behaviour.

· Participate in the College’s Performance Appraisal system.

· Make the most efficient and effective use of human, financial and material resources.

· Be aware of and responsive to the changing nature of the College, adopt a flexible and pro-active approach to work and contribute to a range of cross-college initiatives to facilitate the delivery of key business objectives.

· Participate in department and College developments; attend internal and external meetings and training programmes relevant to the performance and execution of the duties of their post.

· Be conversant with and operate all appropriate information technology resources available and to keep abreast of developments in this area.

· Participate in the development of a responsive customer centred approach to service delivery.
· Comply with all College policies, procedures and regulations and assist in the implementation of decisions of the Corporation.
· Adhere to general standards of conduct embodied in College policies.
· To work flexibly and efficiently, to maintain the highest professional standards and to 
            promote and implement the policies of the College.
General

· Within the limitations set out in your contract, working hours are flexible and can be subject to variation depending upon needs.  They may, for example, include weekends and evenings.  It is expected that holiday entitlement should be taken at times convenient to the department.

· This job description is current at the date shown below.  In consultation with you and your trade union representatives if requested, it is liable to variation to reflect or anticipate changes in, or to, the College environment.
December 2019
Person Specification

Post:  Adult Community Learning Administrative Apprentice
	Area to be Assessed
	Essential
	Desirable


	Assessment

	Qualifications
	
	3 GCSEs (Grade C or above) inc. English Language or equivalent and GCSE Maths or equivalent.

	Verification of qualifications (candidate to bring original certificates to interview)

	Knowledge
	Demonstrate a good working knowledge of Microsoft Office especially Outlook, Word and Excel.
Demonstrate knowledge of what makes good customer service.

	Demonstrate an ability to produce business letters, emails and spread sheets using Microsoft Office.

	Formal face to face interview

Assessment Test

	Experience
	None

	Demonstrate experience of giving good customer service

	Formal face to face interview

	Skills & Qualities
	Demonstrate an ability to present a good standard of behaviour and appropriate dress within a customer facing environment.

Demonstrate the written and oral communication skills necessary to initiate and respond to correspondence and to deal with other forms of communication.

Demonstrate interpersonal skills necessary to provide effective customer service.
Demonstrate adaptability and ability re respond to changing demands in a busy and diverse environment
Demonstrate a strong commitment to equality and diversity.
	Demonstrate good analytical skills including the ability to work accurately with detailed information and to ensure that practical tasks are effectively implemented.

	Application Form – written communication skills, spelling and punctuation.
Formal face to face interview – oral communication and self-presentation.
Assessment Test
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