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JOB DESCRIPTION

Department
Education Excellence
Location:
Professional Development Centre
Division: 
School Improvement
Post No.   89728 
Post:

Administrative Assistant / Media Resources Technician
Grade: 
E

_____________________________________________________________________

Responsible to: 
PDC Centre Manager
Responsible for: 
N/A
______________________________________________________________________

JOB PURPOSE


To provide a comprehensive, high quality confidential administrative and logistical service to the Professional Development Centre (PDC) within Education Excellence.
To provide effective technical support to service users at the PDC.

MAIN DUTIES
Reception duties as the first point of contact for service users and visitors to the PDC.

Be responsible for the provision of a full range of administrative and logistical procedures in support of the PDC.
Order and monitor stock to ensure supplies within the PDC are maintained using the council Agresso system.
ADMINISTRATION

To be responsible for taking bookings and allocation of rooms. Populate and display in foyer weekly bookings.

Populate letting/refreshment charges spreadsheet using excel.

Record sales and collect cash including banking monies when necessary.

To minute-take at meetings.

To 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.

To use the Sefton Education Portal updating PDC page, populating with documents and retrieving information.

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

To assume duties of other admin team members in their absence.
MEDIA/RESOURCES
Ensure appropriate equipment is available and set up courses and meetings when required.

Advise users, as necessary, in the operation of computing/audio visual equipment etc.

Provide reprographic duties as required.

Maintain and carry out minor adjustments, arrange for necessary repairs of IT equipment.

Maintain an inventory of the PDC resources and ensure Insurance schedules are updated, providing regular updates to the insurance section at start of financial year.

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.

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 be affected by their work. The post holder is also expected to monitor the effectiveness of health and safety arrangements and systems to ensure that appropriate improvements are made when necessary.

All employees are expected to be committed to the Equality and Diversity policy and assist in removing the barriers to service delivery and employment to enhance a positive equality culture. 

ORGANISATION CHART

[image: image2.jpg]{‘ ™} INVESTORS 347
i & INPEOPLE 255









Prepared by:
Name:
Joanne Helm

Designation
Centre Manager, Professional Development Centre
Date
22.10.25
Person Specification Pro Forma

Post: Grade E in Professional Development Centre

Post No:  ?????
Department:
 Education Excellence



Division: School Improvement
	
	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 

3. ICT qualification such as ECDL or equivalent
	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. 2 years experience of working in a demanding team setting

4. 2 years experience of working within an LA or school environment 
	E

E

E

E
	A, I
A, I

A, I

A, I

	Skills/knowledge/

aptitudes


	1. Excellent communication skills 

2. Ability to work under pressure and to tight dead-lines 
3. 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
	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


Prepared by: Joanne Helm, PDC Centre Manager
Date:
November 2022
Updated:  

The Authority has 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 postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.

ORGANISATION CHART

See separate School Improvement Team Structure
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.

Prepared by: Name: 

Joanne Helm
 Designation
PDC Centre Manager


 Date:


November 2022


 Updated :



Service Manager, 


School Improvement
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Professional Development Centre





Administrative Assistant / Media Resources Technician
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