SELBY COLLEGE

POST OF ADMINISTRATION ASSISTANT 

JOB PURPOSE

To provide a high standard of administrative support to the College’s Examinations Department.
KEY ACCOUNTABILIITES

· Provide administrative support to the College’s Examinations Officer
· To assist with the secure management of all examination materials and the adherence to all examinations Policies, Procedures and Controls (internal and external)

· To assist in the organisation and invigilation of examinations
· To assist in the co-ordination and training of a team of examinations invigilators
· To assist in the operation of administration systems within the area and ensure they are, and remain, fit for purpose
· Liaise with outside agencies and deal with enquiries
· Assist in co-ordinating communications with staff, students and parents
· To assist the Examinations Officer with providing data and information as required in furthering the quality and performance of the Examinations Department and the College overall
· Deal with mail and action as much as possible

· To input student data onto the College EBS system

· Any other duties commensurate with the grade and status of the post as may reasonably be required

RESPONSIBLE TO

CIS Manager, via the Examinations Officer
Note

This job description is current as at May 2021. In consultation with the post holder, it is liable to variation by the College to reflect actual, contemplated or proposed changes in or to the job.

GENERAL  (All Staff)
1. Implement the College's current Quality Assurance systems

2. Participate in staff training, development and appraisal systems to

enhance personal performance and organisation effectiveness

3. Adherence to College Policy on Equal Opportunities and Health and Safety

4. Team participation: all members of teams are required to contribute to ensure

team responsibilities are discharged as effectively as possible

5. Work flexibly to meet the needs of the customers.

6. Any other duties appropriate to nature and grade of post

BENEFITS
· Occupational Pension Scheme 

· Employee Development Scheme, annual £300 to spend on training of choice

· Staff Development to assist you to do your job

· Employee of the Month Scheme, £60 and extra days holiday to winner

· Fully equipped Fitness Suite 

· Car Parking

· Nursery Provision on Site

· Hair & Beauty salons on site

· Refectory & Training Restaurant 

Terms & Conditions

Salary:

£17 190 - £17 635
Holidays: 
25 days per annum plus statutory bank holidays
Hours:

37 hours per week, 52 weeks per annum

SELBY COLLEGE

POST OF ADMINISTRATION ASSISTANT 

	
	Essential
	Desirable
	How Identified

	Qualifications
	
	
	

	Administration at Level 2 or above
	
	X
	A

	ICT Qualification at Level 2 or above
	
	X
	A

	Customer Service Level 2 or above
	
	X
	A

	Knowledge and Understanding
	
	
	

	Experience in front line customer contact
	X
	
	A/I

	A good background in administrative procedures
	X
	
	A/I

	Good working knowledge of Microsoft Office
	X
	
	A/I

	
	
	
	

	Skills


	
	
	

	Excellent interpersonal, organisational and communication skills
	X
	
	A/I

	Able to manage own workload
	X
	
	A/I

	Personal
	
	
	

	Customer service orientated
	X
	
	A/I

	Versatile and flexible in approach to work: responsive to changing customer and organisational needs
	X
	
	A/I

	Willing to show initiative and take responsibility when necessary
	X
	
	A/I

	Positive attitude
	X
	
	I/R


Key:
A = Application
I = Interview

R = Reference

