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	Education Excellence



JOB DESCRIPTION

Department:  Education Excellence
Location: Professional Development Centre, 
                 Formby, L37 6EW
Division: Professional Development Centre, Formby 

 

Section:  

Post:  Senior Admin Assistant


Post No.  

Grade:   F (indicative)
Responsible to: Centre Manager
JOB PURPOSE 
To maintain the effective running of the Professional Development Centre and deputise in the absence of the Centre Manager.
To assist the Centre Manager in the development of the Centre to ensure it provides an effective and efficient service for all service users and continues to generate income. To maintain the standards set out by the Centre Manager.
MAIN DUTIES
Finance
1. Be responsible for the administration of the Petty Cash.

2. Control and order stock as required to ensure the efficient running of the centre.
3. Ensure that room hire and refreshment costs are recharged to departments, schools and external bodies where appropriate, including charges relating to Service Level Agreements. This will involve preparing spreadsheets, invoices and journal transfers.
4. Record sales and collect cash including banking monies when necessary.
Administration

1. Take the lead and make decisions regarding the running of the centre.  This will be at least once a week on the centre manager’s non-working day and during school holidays. (The Centre manager works 4 days per week term time only). e.g. Authorise last minute staff flexi and annual leave to ensure the centre has adequate staff cover, authorise overtime if required. Deal with any complaints as they arise.

2. Undertake specific areas of work as requested by the Centre Manager managing own time, workload, and working without supervision on occasions off-site.

3. Be responsible for the provision of a full range of administrative and logistical procedures in support of the PDC for example: use a range of software such as Excel, internet, and e-mail packages.  The post holder will also need a good working knowledge of other packages including Microsoft Word, PowerPoint, and Publisher.
4. To use the Sefton Education Portal updating PDC page, populating with documents and retrieving information.
5. dealing with email enquiries, telephone enquiries, photocopying and post 

6. assisting with the preparation and co-ordination of reports and confidential documents;

7. maintaining both the manual and computer filing systems so that all records can be retrieved efficiently.

8. provide advice and guidance on operation of established internal policy and procedures.

9. GDPR Administrator 
10. To be responsible for taking bookings and allocation of rooms. 
11. To provide effective technical support to service users at the PDC.
12. Meet with representatives from other departments and outside agencies in dealing with queries and needs relating directly to the centre.
13. Minute taking at meetings, including sending out Agenda’s and other relevant documentation.

14. To assume duties of other admin team members in their absence.
Hospitality
1. Setting up of training/meeting rooms, changing layouts as required. 
2. Provision of refreshments, removal and cleaning of cups etc.
3. Liaise with catering companies in order to ensure sufficient supplies for events.
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QUALIFICATIONS AND EXPERIENCE

Essential:

See Person Specification


Desirable:
See Person Specification

SPECIAL CONDITIONS (if applicable)

See Person Specification

GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

The above job description will develop in line with changes required as the result of legislation and/or service demands.  Job descriptions and working practices are reviewed as part of the service’s Performance and Development Reviews.

All staff are expected to adhere to the Authority’s approved a policy on Equal Opportunities in Employment and copies are freely available to all employees.

All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may by affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.
Prepared by:


Name: 
 
Joanne Helm


Designation:
Centre Manager
Date:


7/5/2024

PERSON SPECIFICATION
Post: Senior Admin Assistant Professional Development Centre

Post No:  

Department:
 Education Excellence


Division: Professional Development Centre
	
	Personal Attributes required (considerations)
	Essential (E)

or

Desirable (D)
	Method of Assessment

	Qualifications/
Training


	1. Level 2 qualification or equivalent in Maths/Numeracy and English/Literacy

2. Relevant level 3 qualification or equivalent or working towards
3. Qualifications in IT programs

	E

E

E

	A

A

A


	Experience


	1. Specific experience in technical resources within a learning environment

2. Full working knowledge of relevant policies/codes of practice and awareness of relevant legislation

3.  Experience of working in a demanding team setting

4. Experience of working within an LA or school environment 
5. Experience of financial procedures
	E

E

E

E
E
	A, I

A, I

A, I

A, I
A, I

	Skills/knowledge/

aptitudes


	1. Excellent communication skills 

2. Ability to work under pressure and to tight deadlines 
3. Attention to detail
4. Work without close supervision and make independent decisions

3. Ability to support colleagues by sharing knowledge base 

4. Participate and embrace new and innovative ways of working in a changing environment 

5. Ability to problem-solve 

6. Positive attitude to Continued Professional Development
	E

E
E
E

E

E

E

E
	A, I

A, I

A, I

A, I

A, I

A, I

A, I

A, I

	Special Requirements


	1. Occasional attendance at meetings outside of normal working hours 

2. Drivers’ licence 


	E

D
	I


I

A = application

I     = interview


Centre Manager





Administrative Assistant








