THE MANCHESTER COLLEGE
JOB DESCRIPTION

Job Title:

Administrator at HMP Drake Hall
Reporting to:

Learning & Skills Manager
Main contacts:
Prison Education staff, Prison Service staff, College staff, residents, visitors, external agencies.

Main purpose of job:

To provide a full range of clerical and administrative departmental support activities
Main Tasks:

1. Under the direction of the Learning & Skills Manager to be responsible for the implementation of regular register monitoring systems, including liaison with appropriate academic staff to ensure that resident and associated information is up to date and accurate.
2. To contribute to the data input onto the Prison and College management information systems.
3. To ensure the completion and distribution of class lists. (local variations may apply).

4. To participate in administrative procedures relating to the enrolment and completion of learners undertaking learning activities within the OLASS contract. 
5. To prepare relevant statistical information such as collating learner hours, budget information, learner attendance in classes, teaching services and end of month statistics for the College and prison.
6. To communicate with internal and other agencies.
7. To maintain appropriate filing and record systems.
8. To assist in the provision of general office services, to include internal and external communications.
9. To be responsible for ordering and maintaining the resource stock level.
10. To assist in the collection and preparation of learner documentation for sentence planning. (local variations may apply).

11. To be responsible for administering and collating all part-time teaching hours, signing in sheets and checking of pay claims for the Learning & Skills Manager to approve. (local variations may apply).

12. To undertake HR related administrative duties as appropriate as direct by line manager. (local variations may apply).

13. To participate in the administrative procedures relating to the delivery of external examinations. (local variations may apply).

14. To perform some supervisory duties of team member (ie Admin Assistants) as directed or required by Line manager (local variations may apply).

15. To attend staff meetings and undertake Staff Development as required.
16. To carry out all duties related to the post with full regard to the College’s Equal Opportunities policies.
17. To perform any other duties which may be negotiated within the terms of the job description.

This Job Description will be subject to regular review in accordance with the changing nature of the Corporation, learner and establishment needs.

NB
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.

Candidates are required to give details of any criminal offences for which they may have been convicted.  This should be a written statement enclosed with your application in a sealed envelope marked ‘Private and Confidential’.
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	Minimum Essential Requirements
	Method of Assessment

	Skills/Knowledge

1. Ability to organise own workload and work to deadlines
2. Ability to work as member of a team.

3. Ability to work on own initiative and under pressure.

4. Ability to communicate effectively with a wide range of clients/staff at all levels.

5. Ability to produce accurate documents in a variety of formats.

6. Ability to maintain administrative systems.

7. Ability to prepare, collate and understand statistical information.

8. Ability to work independently.

9. Awareness of security issues.
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Application/interview

Application/interview
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	Qualifications/Experience

1. Proven track record of using initiative and common solving skills within an administrative context.
2. Substantial experience of office administrative duties.

3. Some experience of supervising other team members.

4. Business Administration qualification Level 2 or above.

5. IT qualification Level 2 or above or equivalent.
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	Work Related Circumstances
1. Willingness to participate in staff development activities.

2. Willingness to attend appropriate meetings.

3. Willingness to comply with the College’s Equal Opportunities Policy.

4. Willingness to comply with College policies and procedures, including the Health and Safety and Smoking policies.

5. To work flexibly in accordance with the College’s current terms and conditions.

6. Willingness to comply with the Prison’s security requirements.
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