METROPOLITAN BOROUGH OF SEFTON

Department of Economic Growth and Housing 
Community Learning Service
Job Title:	Administrator (part-time)

Place of Work:	Cambridge Road, Seaforth (base) Responsible to:	Senior Administrator Responsible for:	N/A
Grade:	C	


JOB PURPOSE
To provide general office support as directed by the Senior Administrator.


MAIN DUTIES

1. To undertake general office and administrative duties assigned by the Senior Administrator.

2. To deal with enquiries from, and offer support to, current and potential learners.

3. To provide photocopying as required by Service staff.

4. To use a range of ICT skills in the production of documents and records.

5. To assist in the input of learner records onto designated software as required.

6. To undertake administrative functions e.g. learning agreements, register as required.

7. To contact and update learners when required and update systems accordingly.

8. To assist with other administrative duties as required and undertake other duties as appropriate to the grade specified.

Terms & Conditions

Pay Scale: C

Working: 30 hours per week

The Authority has approved a policy on Equal Opportunities in employment and copies are freely available to all employees.

All staff are responsible for the implementation of the Health & Safety Policy so far as it affects them, their colleagues and others who may be affected by their work. The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.

The post is registered as exempt from the Rehabilitation of Offenders Act 1974 in accordance with the Police Act; the successful candidate must be able to obtain satisfactory enhanced criminal record disclosure in order to be appointed to the post. In this respect a criminal records check will be undertaken prior to confirmation of appointment.

This post may require occasional evening or weekend working. A Casual User Car Allowance is applicable.
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.

Since confidential information is involved with the duties of this post, the post holder 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

Prepared by:

Name: Lisa Grimes 
Designation: Community Learning Manager Date:  02/02/2024
SEFTON MBC PERSON SPECIFICATION

Title of Post: Administrator (part-time)	Post No: Department:  Economic Growth and Housing 
	Personal Attributes Required (considerations)
	Essential (E) Or
Desirable (D)
	Method of Assessment (suggested)

	QUALIFICATIONS/TRAINING

ECDL

Other relevant qualification – OCR(RSA) text processing or equivalent
Evidence of continued professional development.
	
D D

D
	


AF/Certificate of Attainment

	EXPERIENCE
Present ideas clearly in written, verbal or graphic form.
Working within a team.
Working in a busy office environment 


Worki


	
D

D
D
	
AF/I 
AF/I AF/I



	SKILLS/KNOWLEDGE/APTITUDES


Excellent communication skills, both written& verbal.
ICT, including Microsoft Office and other appropriate applications.
Organisation and planning, including ability to meet tight deadlines under pressure.
Self-motivated and an ability to work unsupervised.
Accurate record keeping.

Empathy towards the needs of service users.
	


E E E

E


D E
	


AF/I


AF/I/T AF/I

AF/I


AF/I AF/I





	AF
	= Application Form

	I
	= Interview

	T
	= Test

	P
	= Presentation



	Prepared by
	Name
	Lisa Grimes 

	
	Designation
	Community Learning  Manager

	
	Date
	02/02/2024



