THE MANCHESTER COLLEGE

JOB DESCRIPTION

Job Title:

Administrative Assistant 

Ref:                             

Grade:



Reporting to:

Education Manager/Administrator

Main Contacts:
College staff, Prison Education staff, Prison Service staff, 




Prisoners, Visitors and External Agencies.

Main Purpose Of The Post:

To provide a full range of Administrative duties, including the efficient processing of relevant data that supports a busy education department

Main Tasks:

1. Under the direction of the Education Manager and Administrator,

be responsible for duties that relate to the education contract of delivery.

2. To maintain paper based and computerised data systems, including filing and record systems.

3. To prepare relevant statistical information when required

4. To communicate with a range of external bodies.

5. To contribute to the College’s commitment to Diversity and Equality of Opportunity.

6. To attend Staff Meetings and undertake Personal Development as required.

7. To participate in appropriate Staff Development.

8. To work flexibly within a range of tasks and duties to suit the snagging needs of the department.

9. This job description is subject to Annual Review in accordance with the changing nature of student and institutional needs.





  The Manchester College
Person Specification

Job Title:
Administrative Assistant

Reference:


	Minimum Essential Requirements
	Method of Assessment

	Skills/Knowledge

1 The ability to work independently and as a member of a team, organise own workload and have good time management skills.

2 The ability to maintain paper based and computerised data systems.

3 The ability to communicate effectively both verbally and in writing, with a wide range of Students, Colleagues and other Agencies.

4 The ability to prepare, collate and understand statistical information when required.

5          The ability to deal with Security issues.
	Application/Interview

Application/Interview

Application/Interview

Application/Interview

Application/Interview

	Experience/Qualifications
1          Experience of Office Administration and 

          Information Technology up to Level 2 or equivalent.

2          Proven experience of using Microsoft Word, Excel and databases.      
	Application/Interview

Application/Interview

	Work Related Circumstances
1 Willingness to participate in staff development activities

2 Willingness to attend a wide range of meetings.

3 Willingness to implement the Corporation’s Equal Opportunities Policy.

4 Willingness to work flexibly within the Corporation’s conditions of service.

5 Willingness to work to agreed Corporation policies i.e. smoking and health and safety policies.

6.         Willingness to work across sites.
	Interview

Interview

Interview

Interview

Interview

Interview


PLEASE NOTE APPLICANTS MUST DEMONSTRATE WITHIN THEIR APPLICATION FORM EVIDENCE OF THEIR ABILITY TO MEET THE REQUIREMENTS OF THE PERSON SPECIFICATION.

CURRICULUM VITAE WILL NOT BE ACCEPTED

