The Manchester College
Job Description

Job title:

Administration Officer – SE Regional Office
Grade
:

BS4

Ref.: 



Report to:

Regional Manager
Main Contacts:
Offender Learning Directorate plus other college staff, LSC, NOMS (Inc HMPS, Probation Services), Other External Agencies
MAIN PURPOSE OF JOB

To manage the administrative and finance systems in the South East, Regional Office. To contribute to overall contract delivery through a generic administration supporting the provision

DUTIES AND RESPONSIBILITIES

1.  To be responsible for the management of the administration required for the South East Regional Office. 
2.  To maintain accurate and efficient management information systems for The Manchester College and to administer Prison Information Systems as required. 
3.  To provide a full administrative support service to the Regional team as required, including taking minutes at meetings and diary management as required.  
4.  To assist management in ensuring all statistics, data monitoring and month end reports are completed accurately and on time.

5.  To carry out administrative duties in connection with enquiries relating to the College and Offender Learning including ensuring that such enquiries are followed up and resolved.

6.  To respond promptly to enquiries from college teams and prison teams by telephone, e-mail and face-to-face.

7.  To undertake regular system checks to ensure internal and external audit requirements are being met.

8.  To prepare timely, accurate information relating to learners.

9.  To maintain effective and efficient use of resources within the regional office.
10.  To carry out additional duties that may be negotiated within the current Job Description in line with the department needs and development.

11.  To carry out all duties related to the post with full regard to the College’s Equal Opportunities Policy.

12.  To take part in staff development opportunities as appropriate.

13.  To work flexibly as and when required to travel to business meetings across the South East Region as required. 
14.  To work in accordance with all College policies including the Health and Safety Policy and Smoking Policy.

This job description is subject to annual review in accordance with the changing nature of student and institutional need.

This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be offered the post subject to successful security clearance.
THE MANCHESTER COLLEGE
Person Specification

Job Title:

Administration Officer

Reference:



	Minimum Essential Requirements
	Method of Assessment

	Knowledge and skills

1 Ability to organise and prioritise own workload to meet stringent deadlines.

2 Ability to work independently and on own initiative with minimum supervision.

3 Ability to communicate effectively with a wide range of clients/staff at all levels in a variety of formats.

4 Ability to establish and maintain efficient administrative systems both computerised and paper based.

5 Ability to develop and establish Management Information Systems in a variety of formats.

6 Excellent data entry keyboard skills
	Application/Interview

Application/Interview

Application/Interview

Application/Interview

Application/Interview

Application/Interview

	Qualifications and Experience

1 Experience of using Microsoft Office computer software packages particularly Excel and Word.
2 To hold at least a Level 2 qualification in a related subject area.

3 Proven experience of maintaining accurate data recording systems.
4 Competence in numeracy and literacy skills
	Application/Interview

Application/Interview

Application/Interview

Application/Interview

	Work Related Circumstances

1 Willingness to attend meetings.

2 Willingness to participate in staff development.
3 Willingness to comply with College’s Equal Opportunities Policy.
4 Willingness to comply with College policies and procedures including the Health and Safety and Smoking Policies.

5 Willingness to work across sites
	Interview

Interview

Interview
Interview

Interview


