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                                 Job Description

Job Title


PA/Administration Manager
Location


Henshaws Specialist College, Harrogate
Salary
£11.10 per hour/£21,933.60 per annum 
Band



E




Hours per Week

38 hours per week/52 weeks per year
Annual Leave
25 days plus 10 Statutory holidays (pro-rata for part time/term time roles)
Reports to


College Principal
DBS Check 
Enhanced Check with child barring list 

Job Summary
To lead and manage administrative support services including Reception in a specialist College environment.
The educational arena has a high reliance on efficient, high quality administrative support colleagues. The post-holder will oversee staff supporting college-wide functions (reprographics & Reception).  

The post-holder will also provide personal assistance to the College Principal and SLT, whose role can be demanding, high profile and complex. The post-holder will need to solution focused and provide expertise and understanding of how to underpin the Principal’s role to ensure the post-holder has effective support to aid them in their role. 

A significant amount of time is desk based, and the post holder must have excellent IT and communication skills, be solution focussed and able to work flexibly to meet the needs of the Principal, the College staff and the students we serve. 

Key responsibilities
· Provide comprehensive confidential personal assistance to the College Principal including diary management, administrative support planning and implementation to ensure well-managed, effective change is implemented. 

· To present an effective interface between the College Principal and their internal/external contacts and to deal with queries and correspondence on their behalf.

· Provide secretariat for the College Business Group, SLT and other meetings - preparing agendas and collating and proof reading reports, taking and publishing minutes.

· Manage work distribution to the administrative team (including Reprographics/Receptionist) to ensure administrative support is provided to the College and, in some instances, the wider Charity services.    
· Recruit and appoint administrative staff and be responsible for their deployment. Hold supervision meetings and provide staff supervision where needed.

· Manage and co-ordinate all Training Events and implement a college training calendar; liaising with managers, external facilitators, allocating all staff  to events, evaluating training outcomes including producing training reports for SLT/Governors and maintaining training records.   

· Manage an effective front of house reception and telephony service to meet the needs of the College.

· Project/Events Management; to lead on the organisation of the annual College Events Calendar and liaise with catering/marketing/fundraising relating to high profile events.
· Responsible for budget planning, monitoring, reconciliation and management and cost effective procurement.

· Responsible for co-ordinating, monitoring  and maintaining updates of Policies to ensure staff/Governors amend/ratify Policies at appropriate times in the year 
· Responsible for administering and processing the 16-19 Vulnerable Bursary payments applicable to students under 19, submitting of relevant reports to meet government deadlines and to maintain robust records for audit and statutory compliance purposes. 

· Responsible for administering Free Meals for students. This includes liaising with parents, processing applications, validating eligibility, maintaining robust records for audit and statutory compliance purposes.

· Responsible for administering and processing the Discretionary Bursary Fund. This includes processing applications, submitting for approval, purchasing of items, logging spend and managing the fund, maintaining robust records for audit and statutory compliance purposes.

· Responsible for purchasing items on the College credit card for College staff and, in some instances, wider Charity services (ie Print Unit), and keeping accurate records of monthly spend, reconciling with bank statement and liaising with Finance.

· Responsible for planning, coordinating and managing the College/Parent booking event system used for arranging and administering parents day interviews, etc.

· Communicate/liaise with a range of external contacts and dignatories such as Mayor, MP, funding bodies, regulatory bodies, parents, etc

· Arrange travel and accommodation for senior managers and other staff attending meetings/conferences/assessing students, etc

· Create the annual student calendar (term dates) and the staff academic calendar, with advance planning and considerate of regional term dates

· Create and distribute staff leave cards for College and the wider Society, together with recording spreadsheets for managers; support the Principal to monitor annual leave.
· Organise and map numerous College and external stakeholder meetings

· Oversee, improve and quality assure the following tasks within the administration team:

· Visitor management – ensuring visitors are signed in, provided with visitor badges and escorted to their meeting

· Entry system – managing the Net2 system, taking staff and student photos, issuing swipe cards, setting up and monitoring agency cards

· External bookings – issuing visitor badges, escorting delegates/trainer/lead to the room, etc

· Compliance with the Education Skills Funding Agency
· Recording of Accidents and Incidents and producing regular reports

· Student information – support the recording prior qualifications, pen portraits, managing Learner Journey files, collating and proof reading baseline assessments, student progress reports, etc

· Administering and recording of various surveys throughout the year such as student and stakeholder surveys, analysing and producing reports.

· Managing stationery purchases and ensuring resources are available for College staff

· Manage and maintain the College archive to meet regulatory requirements.

General
· Attend all Henshaws mandatory and compulsory training sessions, taking responsibility to ensure training is up to date at all times.

· Take responsibility for your own personal and professional development, including CPD where appropriate.

· Facilitate training and knowledge sharing across Henshaws, and other providers where appropriate.

· Offer a flexible approach to working hours to meet the needs of the organisation.

· Represent Henshaws in professional manner at all times, contributing to marketing and recruitment activities for Henshaws as required.

· Flexible approach to working locations when appropriate, to meet the needs of the charity.

· Comply with Henshaws Health & Safety requirements and be aware of and adhere to current Henshaws policies and procedures.

· Take responsibility for any aspect of Health and Safety relevant to your role including, duty of care, risk assessments and responsibility for the safety of yourself and others. 

· Undertake any other general duties as required due to sickness, holidays or pressure of work on other administrative staff. 
· Operate within the employee code of conduct and respect confidentiality at all times
· Any other duty as required by the Principal commensurate with the post.
Person Specification – PA/Administration Manager
In order to be shortlisted you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible. Where we have a large number of applications that meet all of the essential criteria, we will then use the 
desirable criteria to produce the shortlist.
All disabled candidates who meet the minimum essential criteria will be included on the shortlist.

	
	Criteria
	Essential or Desirable
	How Identified

Application form / Interview / Selection test / copy of certificates.

	Skills and Experience


	Have experience of providing solution focused PA support in a busy environment. Be able to prioritise own work and support the Principal and team members in meeting deadlines and juggling often conflicting priorities
	Essential
	Application/Interview/Assessment

	
	Experience of line management and team organisation
	Essential
	Application / Interview

	
	Have the ability to maintain strictest confidentiality 
	Essential
	Application / interview

	
	Experience of educational governance and senior management / leadership teams
	Desirable
	Application

	
	Significant experience in support events and VIP visitors
	Desirable
	Application

	
	Have or be prepared to develop extensive knowledge and understanding of relevant legislation and guidelines including educational, care and financial. 
	Essential
	Application / Interview

	
	Able to work under pressure and be sufficiently flexible that priorities are met and exceeded. Remain calm and positive under pressure
	Essential
	Application / interview / assessment

	General & 
Specialist Knowledge
	Excellence in a range of commonly used IT packages and software
	Essential
	Application / Interview

	
	An aptitude for developing new ways to collect, collate, analyse and evaluate data. 
	Essential
	Application / Assessment 

	
	Liaise with colleagues in a range of support departments and a range of other services in a complex mixed economy charity
	Desirable
	Application / interview

	
	Experience of improving the performance of others as a consequence of effective management
	Desirable
	Application / interview

	Education & 
Training
	Have NVQ Level 3 or above in Business Administration or demonstrate this level of skill through extensive experience.
	Essential
	Application / Certificates

	
	Be able to scribe rapidly, touch type or take shorthand to minute complex meetings accurately
	Essential
	Application / assessment

	
	Proven, accurate minute taker
	Essential
	Application / assessment

	Special 
Requirements
	Aptitude to work in a specialist college environment, with a fully inclusive approach 
	Essential
	Application / interview


Henshaws will make every endeavor to make any reasonable adjustments for applicants who require assistance in carrying out their duties due to a disability.
Henshaws is committed to safeguarding vulnerable adults and children.  The post holder may be required to complete an enhanced DBS disclosure check including barring lists for Adult and/or child barring services.

Henshaws is committed to equal opportunities and positively welcomes applications from all sections of the community.
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