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Job Description
	Job Role:
	Education Administrator (1-year fixed term maternity cover) 

	Department:
	Education

	Location:
	Moreton

	Reports to:
	Operations and Data Manager

	Main purpose of job role:
	As an Education Administrator at Employ My Ability, you will play a key role in ensuring the smooth and efficient operation of our SEND education provision. You will provide high-quality administrative support to the Senior Management Team, assisting with a range of tasks including scheduling, record-keeping, data management, and communication with staff, students, parents/carers, professionals and others. 

	Key tasks:
		No 
	Responsibility 
	Details 

	1
	System Administration 
· Myconcern
· PBS
· Evidence for learning
· Insights for learning 
· Student profiles
· BKSB
· Awarding bodies (such as CTH, NOCN)
	Register learner on courses and claim units/certificates. 
Create new users on systems, reset passwords and general maintenance of usage. 
Data inputting onto systems / spreadsheets on a weekly/half termly basis. 
Mobile phone management. 

	2
	Meetings and events 
· EAC
· SMT
· Governance
· Investigations and disciplinary as appropriate 
	Planning dates, sending invites, minute meetings, note actions, circulate notes and chase actions. 

	3
	Monitor the quality cycle
	Monitor the quality cycle, send out regular reminders, track completion. Including KPIs  

	4
	Staff Training
	Booking, facilitating, recording and tracking staff training. 

	5
	Surveys
· Staff
· Student
· Parent/carer 
	Sending out and collating responses. 

	6
	Policies 
	Assist with formatting, version/document control, publishing and indexing.


	7
	Finance
	Manage student and staff uniform orders and stock management. 
Weekly orders and distributing deliveries.
Approving, scanning and filing invoices. 
Bursary administration. 

	8
	Office duties
	Managing stock levels 
Monitoring medication cabinet and paperwork.
Bookings for vehicles
Student files
Supporting in receiving visitors as needed





	Other duties/
responsibilities:
	Support with admin tasks for SMT as required. 

	Safeguarding:
	Employ My Ability takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of young people. Therefore, we require that all staff share this and act accordingly by applying organisation policy and procedure and attending annual safeguarding training.

	Equality & Diversity:
	Through personal example and clear action demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.

	Health & Safety:
	Promote Employ My Ability’s Health and Safety at Work Policy and Procedure and ensure these are implemented effectively within the department.



	Employee Signature:  
	Date: 


	Line Manager Signature:
	Date:
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