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Job Description

Job Title:  


BRIT Kids Administrator
Reporting to:  


BRIT Kids Director and BRIT Kids National Lead
Staffing Responsibilities:  
None
Salary:



£4661 per annum (£17,600 FTE)
Hours:



7 hours per week 52 weeks per year




4 hours per week on Saturdays 36 weeks per year (term time)
-------------------------------------------------------------------------------------------------------------------------------------

Purpose of Job:
· To develop & maintain BRIT Kids Community Classes administration systems - to include confidential and sensitive material.
· To ensure the smooth running of BRIT Kids Community Classes admin.

· To be responsible for invoicing and chasing of payments.

-------------------------------------------------------------------------------------------------------------------------------------

Main Activities & Responsibilities:
· To manage BRIT Kids Reception on Saturday
· To allocate BRIT Kids students to suitable classes so as to optimise membership of the programme.

· To ensure that BRIT Kids and Canterbury College financial procedures are complied with.
· To ensure that all BRIT Kids students are correctly invoiced and that’s fees are received (including chasing outstanding debts)

· To maintain BRIT Kids student records, including class lists registers.

· To deal with customer queries concerning BRIT Kids, including contentious issues.

· To support the BRIT Kids Director and BRIT Kids National Director in the development of BRIT Kids and undertake adhoc tasks on their behalf.

· To assist in marketing of BRIT Kids.

· To arrange cover for BRIT Kids teachers.

· To keep an updated Student Welfare list of AEN and medical concern students and correspond this with staff.

· To correspond with parents concerning term dates, payments, performances and any other matters as directed by the BRIT Kids Director.

· To liaise with BRIT Kids National to keep website updated

· To act as a Fire Marshall/Deputy Fire Marshall in the event of an emergency if required.

· To undergo any training required in order to perform duties efficiently.

· To exercise a commitment to BRIT Kids and Canterbury College’s mission statement and stated ethos including the equal opportunities policy, health and safety policy and all other current policies 
This job description sets out the duties at the time of drafting. The job description may be amended from time to time without incurring a change in the grading of the post.  

	
	EMPLOYEE SPECIFICATION

	Shortlisting Weighting

	1
	Good communication and interpersonal skills including use of IT systems
	4

	2
	Have attention to detail and able to identify issues in documents, processes and procedures 
	4

	3
	Good all round administration skills, working with customer service standards

	4

	4
	Ability to keep accurate data records and take accurate notes
	4

	5
	Appropriate experience of administering complex provision including creating marketing materials and working on websites


	4

	6
	Ability to work effectively with financial documents and systems
	4

	7
	Ability to work effectively with competing priorities to tight deadlines
	4

	8
	Ability to work effectively with IT systems to manage student data and create and manage invoicing


	4

	9
	Experience of working with confidential data and working knowledge of GDPR

	4

	10
	Have an understanding of and able to apply Safeguarding practices and procedures

	6


	11
	Maths Level 2 (e.g. equivalent to GCSE grade C or above)

	4

	12
	English Level 2 (e.g. equivalent to GCSE grade C or above)

	4


