CARMEL COLLEGE
	POST TITLE:


	ADMINISTRATOR FOR CTTP & NCCE  

	GRADE:


	Band 4 SCP6

	REPORTING RELATIONSHIP


	Director of ITT & Computing Hub & Maths Hub Lead  

	JOB PURPOSE:


	Under the direction/instruction of senior staff: provide clerical, administrative and financial support to the academy.  
  

	
	


MAIN DUTIES/RESPONSIBILITIES

Post holders working to this job description may undertake any of the following main duties and responsibilities.
CTTP (Carmel Teacher Training Partnership) Administration 
1. DfE Apply portal centre administration

2. CTTP Trainee HR files and key record administration 

3. General administration including word processing, inputting data onto spreadsheets and databases 

4. Communication with St. Mary’s linked to certification, DBS, medical checks etc. 

5. Bursary and Lead and Partner school payments linking with Finance and St. Mary’s 

6. Promoting courses and regional and local events via social media, attendance at marketing events within and beyond the school day 

7. CTTP website and marketing materials e.g. banners, flyers, brochures etc. working with CTTP and Trust colleagues 

8. Course and event administration and management including bookings, room bookings, attendance arrangements/records, hospitality etc. 

9. Trainee and partner evaluations working with CTTP colleagues 

10. Abyasa (St. Mary’s VLE) and NASBTT (National Association of School Based Teacher Trainers) access 

11. Liaising with internal and external partners and stakeholders by e-mail, telephone and face to face within CPTC (Carmel Professional Training Centre) 

12. Agendas, minutes and IT for meetings e.g., CPTC meetings, CTTP Strategy Group etc. 

13. Annual Presentation Evening invitations, hospitality, certificates, photography, event organisation working with CTTP and Trust colleagues 
Computing Hub and Maths Hub Administration 
14. General administrative support including word processing, inputting data onto    spreadsheets and databases. 

15. Liaising with internal and external customers by email, telephone and face to face 

16. Adding marketing, course and event information to our booking system 

17. Promoting courses and events via social media 

18. Sending marketing communications via email newsletters 

19. Support tutors and ensuring they have the relevant information and materials to run courses and events 

20. Course and event administration and management  

General

21. To safeguard and promote the welfare of children for whom you have responsibility or come into contact with, to include adhering to all specified procedures.

22. To carry out your duties with full regard to the Trust’s Equality Policy and Race Equality Scheme.

23. To comply with Health and Safety policies, organisations statements and procedures, report any incidents/accidents/hazards and take pro-active approach to health and safety matters in order to protect both yourself and others.

24. Any other duties of a similar nature related to the post which may be required from time to time.


PLEASE NOTE THAT SUCCESSFUL APPLICANTS WILL BE REQUIRED TO COMPLY WITH ALL TRUST POLICIES, INCLUDING THE NO SMOKING POLICY.

THE SUCCESSFUL APPLICANT WILL BE SUBJECT TO RELEVANT VETTING CHECKS, INCLUDING A SATISFACTORY ENHANCED DISCLOSURE BEFORE AN OFFER OF APPOINTMENT IS CONFIRMED.  FOLLOWING APPOINTMENT THE EMPLOYEE WILL BE SUBJECT TO RE-CHECKING AS REQUIRED FROM TIME TO TIME BY THE TRUST.

The Academy is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

PERSON SPECIFICATION – SCHOOL ADMINISTRATOR 

	ESSENTIAL


	DESIRABLE

	
	Criteria No.
	ATTRIBUTE
	Stage Identified
	Criteria

No.
	ATTRIBUTE
	Stage Identified

	Qualifications& Education 
	E1
	NVQ level 2 in Administration, Business Studies or equivalent 

	AF,C
	D1
	
	I, R


	
	E2
	GCSE English and Mathematics 
Grade A* – C or equivalent 

	AF,C
	D2
	
	AF,C

	
	
	
	
	
	
	

	Experience & Knowledge
	
	
	
	D3

	Awareness of child protection issues 

	AF,R,I

	
	E4
	At least 1 years previous Administrative experience including some financial administration procedures

	AF,R,I
	D4
	Experience of working in a school/academy environment
	AF,R,I

	
	E5
	Experience of face to face and telephone reception duties 

	R,I
	
	
	

	
	E6
	Knowledge of Data Protection requirements and understanding of confidentiality

	R,I
	
	
	

	Skills


	E7
	Ability to relate well to children and adults

	R,I
	
	
	

	
	E8
	Ability to work successfully as part of a team

	R,I
	
	
	

	
	E9
	Ability to communicate both orally and in writing to a wide range of audiences

	AF,R,I
	
	
	

	
	E10
	Ability to maintain accurate records

	R,I
	
	
	

	
	E11
	IT Literate, capable of using MS office packages; specifically Word and Excel

	AF,R,I
	
	
	

	Personal 

Attributes
	E12
	Participate in development and training opportunities

	R,I
	
	
	

	
	E13
	Ability to abide by School policies and procedures 

	R,I
	
	
	

	Special Requirements
	E14
E15

	Willingness to support the Christian ethos of the College

Motivation to work with children
	AF, I

AF,R,I
	D5
	Practicing Roman Catholic
	AF, I

	
	E16

	Ability to form and maintain appropriate relationships and personal boundaries with children


	AF,R,I
	
	
	

	
	E17
	Emotional resilience in working with challenging behaviours and attitudes to use of authority and maintaining discipline

	AF,R,I
	
	
	

	
	E18
E19
	Suitability to work with children
An ability to fulfil all spoken aspects of the role with confidence through the medium of English.”


	D
AF, I
	
	
	


	Key – Stage identified
	

	AF
	Application Form

	C
	Certificates

	T
	Tests

	P
	Presentation

	I
	Interview

	R
	References

	D
	Disclosure and Barring Check


Issues arising from references will be taken up at interview, all appointments are subject to satisfactory references

