ROLE DESCRIPTION
 
Post:




Curriculum Administrative Officer
Grade and Salary Range:

Scale 4/5
Full time/Pro-rata:


Full time
Fixed term/Permanent:

Permanent 
Line Manager:                    
Assistant Director – GCSE English & Maths
Location:
Based at the University Centre and will be required to undertake duties at any College Centre.
Hours of Work:

37 hours per week in accordance with service 
 
requirements which may include some 
evening/weekend attendance
Purpose and Objectives of Role:
To provide high quality administrative and secretarial assistance in a way which supports the Curriculum area so that the college objectives can be realised.

Further Education is continually developing and 

the rate of change is unlikely to slow down. You must therefore be flexible to take on changing responsibilities.

Specific duties of the role:
1. To provide high quality administrative support to the Curriculum Director.    
2. Assist with entry of timetables onto ProSolution.  
3. Rooming of courses and general room bookings in liaison with the Curriculum management.
4. Monitor MIS information including achievement, retention and attendance, and alert the Curriculum management to any issues.
5. Support the Curriculum management with preparation for Curriculum Reviews including collating data, chasing achievements, preparation for meetings and diary management.
6. Assist curriculum staff with the retrieval of information regarding student records and attendance.

7. Attend Curriculum meetings and take and circulate minutes.
8. Assist the Curriculum management in organising cross-college activities.

9. Maintenance and monitoring of Staff Contracts and arranging staff cover in liaison with the Heads of Curriculum/Curriculum Director.
10. Monitoring of Directorate budgets. 
11. Administration of Directorate trips, visits and work experience if required
12. Provide support and cover to other Curriculum Administrators across the College.
13. Liaise with HR to ensure procedures are followed with regards to the booking of agency staff.
14. Support the Curriculum management with applications for professional courses, obtaining references, organising interviews and open evenings.

15. Provide first line of contact for any visitors and offer hospitality as appropriate.
16. Maintain efficient and effective systems to support planning.

17. Process DBS forms and maintain student database of DBS numbers.

18. Liaise with appropriate individuals regarding queries arising from the DBS process.
Curriculum Specific Responsibilities:

19. Support with exam entries (GCSE, Functional Skills, resits – Nov & Summer). 

20. Liaise with Exams Office to ensure accurate and timely submissions. 

21. Maintain records of entries, withdrawals, amendments, and fees. 

22. Organise and track mock exams (registers, rooming lists, attendance). 

23. Assist in preparing exam day logistics (breakfast clubs, registers, seating plans). 

24. Support processing of re-marks and post-results services.

25. Provide high quality administrative support to the Curriculum management specific areas of responsibility - safeguarding of learners 
Note:
26. Post holders can be expected to work in any curriculum administrative post across college.

27. Any other duties as necessary to support the Curriculum management and the Directorate.
ROLE RESPONSIBILITIES
	
	
	Job evaluation Reference (for

office use only)

	Operations/ Decision Making
	
	

	· To support the Curriculum Director in the day to day running of the Curriculum area.


	
	

	Resources


	
	

	
	
	

	b)  Responsibility for Finance and Income
	
	

	· Assistance with the monitoring of  budgets as required in the Curriculum area


	
	

	c)  Responsibility for Equipment/Materials/Health & 

     Safety/Accommodation
	
	

	· Maintain safe working practices and undertake any specific duties allocated to you under the College Health and Safety Policies and Procedures.

· Be responsible for promoting and safeguarding the welfare of all learners for whom you have responsibility or with whom you come into contact.


	
	

	Contacts and Relationships

a)    Internal 
	
	

	· With staff and students of the College.


	
	

	b)    External
	
	

	· With Schools, Colleges, Training Agencies, Employers, Members of the Public and visitors to the College. 

·  Ensure commitment to customer care at all times.


	
	

	
	
	

	Information/Co-ordination
	
	

	· Maintain confidentiality

· Ensure compliance with Data Protection Act 2018.
· Ensure compliance with the Computer Misuse Act 1990
	
	

	
	
	

	Self and Professional Development
	
	

	· Participate in Staff review and take opportunities for self-development.
	
	

	
	
	

	Quality/Equality of Opportunity
	
	

	· Meet quality standards set in the Service area.

· Take responsibility for continuous improvement in area of responsibility

· Ensure compliance with Bury College Single Equality Policy


	
	

	PERSON SPECIFICATION
	
	   Method of

	
	
	   Assessment

	CURRICULUM ADMINISTRATIVE OFFICER
	
	

	
	
	

	QUALIFICATIONS
	
	Application form

	
	
	

	· A good general standard of education including Maths and English Grade A*-C (or equivalent) or Level 2 Literacy and Numeracy is essential
· NVQ Level 3 in Business Administration or equivalent (or a willingness to work towards gaining this qualification).
	
	

	· A Level 2 IT qualification e.g. CLAIT Plus, IBT2 (or a willingness to work towards this).
	
	

	
	
	

	EXPERIENCE
	
	Application Form/Interview

	· At least two years administrative work experience is essential
	
	

	· Experience of using Microsoft Office applications and e-mail is essential
	
	

	· Ability to demonstrate knowledge and understanding of College Information Systems is essential.
· Experience of dealing with a range of people on the telephone and face-to-face is essential
	
	

	
	
	

	KNOWLEDGE/SKILLS/ABILITIES (Competencies)
	
	Interview/

	
	
	References

	· Excellent communication skills are essential
	
	

	· Organisation skills and the ability to prioritise both your own and the Curriculum management workload is essential
· The ability to recognise and respond to the needs of individuals is essential
	
	

	· Ability to work under pressure and to deadlines is essential
	
	

	· Ability to work using own initiative, both independently and as a member of a team is essential

· An understanding of the need to maintain confidentiality at all times is essential
	
	

	· Knowledge and understanding of budgetary control is desirable
· An understanding of ‘safeguarding’ and its importance within the College, together with a commitment to creating a safe learning/working environment
	
	

	
	
	

	PERSONAL QUALITIES
	
	Interview/

	
	
	References

	· A flexible approach to working is essential
	
	

	· A committed and enthusiastic approach to working is essential
· Tact and discretion in dealing with a range of individuals is essential
	
	

	
	
	


