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	Job Title
	Administration Assistant (Level 2)
20 hours per week
	School
	Learning4Life at

The Wordsley School

	
	
	
	

	Post Number
	
	
	

	
	
	
	

	Grade
	3
	Salary
	SCP 3-4 pro rata
	
	

	
	
	
	



	Reports To
	Centre Manager



	Purpose of the Job

	

	Level 2 Staff work under the guidance of the Centre Manager
Staff undertaking a level 2 role will need to have some administration skills and may carry out day to day responsibility for regular administrative tasks, overseen by Supervisor. No previous experience is necessary.
          



	Main Activities

	

	Administrative Duties
      Customer Service 
· Provide information, advice and guidance to students to enable relevant course choice and progression pathways.
· Process new and re-enrolments for Adult Education and Swim School, recording necessary details.
· Process payments for courses via Civica
· Request refunds for cancellations and record in accordance with audit requirements.

· Distribute course information to customers via email.

· Check L4L Inbox daily and respond to customer enquiries and voicemails.

· Support swimming operations manager with re-enrolment emails and texts when required.

Finance administration
Daily
· Print off icon report daily and input payments made via internet or callpay for both swim school and adult education. 
· Update ZZ numbers on to adult education bookings to ensure audit trail 
· Ensure icon reports filed accurately.
· Obtain signatures from Centre Manager and School Business Manager and ensure spot checks completed in accordance with audit requirements.
Swim School
· Print off badge payment list from icon report.
· Ensure swim school badges are sent to swim school 
· Ensure tablets and wifi are charged ready for evening swim school

· Ensure administration paperwork is topped up at swim school e.g. signing in sheets.

· Monitor badge stocks and report to Centre Manager when stocks becoming low.
· Input top ups from icon report for half termly re-enrolment.

· Termly – remove lost property from swim school bucket and dispose of contents after 2 weeks.

Adult Education
· Set up new courses on the Adult and Community Learning Management Information system. YETI.
· Check student enrolment forms have been completed correctly.
· Process student enrolment forms, inputting data onto the MIS system.
· Monitor course attendance and contact non-attendees.  Record reasons for non-attendance. Update the MIS system with attendance data.
· Assemble course packs including register, enrolments and any other relevant documentation
· Complete the SAR spreadsheet termly.
· Set up termly adult education bookings spreadsheet. 

· Work with Centre Manager to ensure classes are run or cancelled in accordance with minimum and maximum numbers.

· Print off resources sent to L4L inbox ensuring tutors have all necessary handouts for their lessons.

· Ensure registers are ready for classes
· Ensure required paperwork included in registers e.g. enrolment forms, feedback forms.
· Work with Centre manager to ensure classes are run or cancelled in accordance with minimum and maximum numbers.

General

· To carry out any additional duties as requested by the Centre Manager or School Business Manager.

· Be aware of and comply with policies and procedures relating to child protection, vulnerable adults, health and safety, security, confidentiality, data protection and reporting all concerns to the appropriate person.

· Contribute to the overall ethos/work/aims of the division, directorate and council.

· Participate in training, other learning activities and performance development as required.

· Any other duties commensurate with the duties/responsibilities/grade of the post.

· All staff will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of achieving the objectives of the division, directorate and Council, and effective team working.
Support for the School
· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection.  Reporting all concerns to the appropriate person.
· Contribute to the overall ethos/work/aims of the school.
· Participate in training, other learning activities and performance development as required.
· Attend and participate in meetings as required.
· Any other duties commensurate with the duties/responsibilities/grade of the post
· All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of raising pupil achievement and effective team working.
All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties in pursuance of raising pupil achievement. Any changes will take account of salary/ status/hours and will be subject to discussion, in accordance with the guidance note on contractual changes.


	



	
	

	Special Conditions
	This post is subject to the enhanced DBS checking process 
The exact focus of the role will be decided at school level and will take account of the needs of the school and the development needs of the member of staff. 

The salary offered reflects the fact that the post holder will be required to work 20 hours per week, term-time only

	
	

	Car Allowance
	 Mileage / N/A

	
	

	Prepared By

(Section/Mgr)
	Julie Grove

	
	

	Review Date 
	14/11/2024
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	Job Title
	Administrator (Level 2)
	School
	Wordsley

	
	
	
	

	Post Number
	
	
	

	
	
	
	

	Grade
	3
	Salary
	20208.43 – 20525.51 pro rata
	
	

	
	
	
	
	
	

	Criteria (Essential)
	Assessment By

	
	
	Application
	Interview
	Test

	
	
	√
	√
	

	Experience
	
	
	
	

	Office experience would be desirable including the  operation of administrative systems.


	
	√
	√
	

	Customer service experience including face to face, phones and email desirable

	
	√
	√
	

	
	
	
	
	

	Qualifications / Training
	
	
	
	

	
	
	√
	√
	

	Good numeracy and literacy skills.


	
	√
	√
	

	Willing to undertake the relevant training as required.


	
	√
	√
	

	
	
	
	
	

	Practical Skills
	
	
	
	

	Effective use of ICT packages
	
	√
	√
	

	Ability to use relevant technology and equipment e.g. computer/keyboard/photocopier


	
	√
	√
	

	
	
	
	
	

	Personal Qualities and Attributes


	
	
	
	

	A Knowledge of Equality & Diversity issues.


	
	√
	√
	

	Ability to understand and relate well to children and adults.


	
	√
	√
	

	Able to work as part of a team, understanding school roles and responsibilities and own position within these.


	
	√
	√
	

	Ability to identify own training needs and willingness to participate in training and development opportunities.


	
	√
	√
	

	To comply with the Schools commitment to the protection and safeguarding of children.


	
	√
	√
	

	
	
	
	
	

	

	Prepared By
	Julie Grove

	Date
	14/11/2024

	
	

	




Job Description





Model Person Specification









