METROPOLITAN BOROUGH OF SEFTON

Economic Growth and Housing
Community Learning Service
Job Title:	Systems Support
Place of Work:	Cambridge Road, Seaforth (base)
Responsible to:	Assistant Community Learning Manager Responsible for: 	N/A
Grade: 		E

JOB PURPOSE

To assist the community Learning Manager in the management of the Community Learning.  Supporting frameworks by ensuring correct processes are followed that are set by the Senior Management Team and frequently provide reports and current status updates to Managers.  Plan and arrange all exam requirements including registrations, invigilator, and room bookings.  Plan and co-ordinate initial assessment booking learners onto programmes of the correct levels.

MAIN DUTIES

1. To be responsible for the administration of all external accreditation including examination entries and liaison with awarding bodies. 

2. To assist with planning and participation of quality audits including moderation and standardisation of key documents used including course register and file checks for compliance.

3. Facilitate all aspects associated with initial assessment updating and maintaining the master files for curriculum areas. 

4. Liaise closely with Curriculum Managers allocating places for learners into suitable learning programmes. 

5. To co-ordinate the internal verification/moderation for programmes in this area and liaise with awarding bodies.

6. To attend relevant service and partnership meetings and ensure that relevant information is available about new and existing courses and progression routes.

7. To consistently implement Health & Safety guidelines and risk assessments and ensure a safe and secure environment for staff and learners.


8. To be responsible for the administrative tasks relating to new appointments and service recruitment.

9. To support and fully endorse the policy and practice of the Adult & Community Learning Service with regard to Equal Opportunities for all.

10. Any other duties to ensure the development of and efficient management of the area assigned as may be commensurate with the grading of the post.

Terms & Conditions

Pay Scale: Grade E 

Working 18 hours per week

GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and
its grading.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-
workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and 
promote the equality policies of the Council.

Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

The person appointed will be expected to undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

Note: Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

This post may require occasional evening or weekend working.

Car mileage is payable.  

Prepared by:

Name: Lisa Grimes 
Designation: Community Learning Manager 
Date: June 2023 
