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JOB DESCRIPTION


Job Title:		CIS/WBL/Exams Administrator

Responsible for:	N/A

Line Manager:	Director of CIS

Pay Band:		Band B



JOB PURPOSE
To provide administrative support to the whole of the CIS department.
This role is intended to provide administrative support to each of the three CIS functions – Education & Training (Classroom based), Work Based Learning and Exams.
Support all on-going and developmental work by providing a professional administration service.
Responsibility for safeguarding and promoting the welfare of children young people and vulnerable adults

SPECIFIC DUTIES

1	To work flexibly to assist with a range of tasks across Classroom Based, Apprenticeship and Examination functions as required, including general office duties i.e. photocopying, data input, telephone calls, data checking

2	Processing and updating personal and qualification data onto the College’s student tracking system, including part-time and full-time enrolments, withdrawals, student change requests etc.

3	Maintaining effective student filing systems, for easy retrieval of data.

4	Ensuring that paperwork is complete and audit compliant when being entered onto the system, and using effective chasing mechanisms to collect any non-complete paperwork.

5	To develop a strong working knowledge of ProSolution and ensure that all data is processed and recorded in an accurate and timely manner, with efficient throughput of paperwork in all workflow cycles.

6 	To make telephone calls, deal with routine enquiries, supply accurate information or take messages.

7	To follow up on outstanding data with members of staff, in a proactive and positive manner.

8	To adapt to developing working practices, ensuring effective and efficient performance, and that procedures are adhered to and deadlines met.

9	Effective use of the College’s communication systems including email and telephone.

10	Attend and regularly take and type up notes at departmental meetings.

11	To establish a strong working understanding of Salesforce to help enable accurate transferal of data from Salesforce into ProSolution

12	To assist in the Digital Apprentice Service (DAS) process for employers, including telephone calls and assistance in aiding the employers through the process.

13	Develop a strong working knowledge of ProSolution (student tracking database), to enable accurate processing of student personal and qualification data.

14	Work through report outputs, i.e. FIS error reports and DSAT’s, to ensure that data is accurate and ILR ready.

15	To develop a sound understanding of the College’s ProMonitor system, and when applicable assist in data collection and input onto this system.

16	To help the College’s examination team administration requirements whenever required (as identified and requested by Co-ordinator/Manager) in commensurate duties including assisting examination preparation, invigilation, liaising with awarding bodies, inputting result and registration information into ProSolution etc.

17	To develop a sound understanding of the College’s Smart Assessor package to assist in the efficient running of the Work Based learning team’s administration, developing an understanding of Off the job hours and student logs

18	To develop a strong understanding of external software systems required to deal effectively with enrolling i.e. Learner Records Service (LRS), Employer Data Service (EDRS)

18	To assist in processes for requesting and collecting Tuition Fee and Loan payments within the department



GENERAL DUTIES

· Work flexibly to meet College requirements including on occasion working in other departments as directed by your line manager.  This requirement is likely to be particularly relevant during holiday periods.

· Comply with all College policies and procedures.  Within these boundaries, staff are expected to use initiative to resolve problems and address issues.

· Ensure the quality standards and performance measures applying to your area of work are met and facilitate continuous improvements in all aspects of the post.

· Maintain a safe environment by working within Health & Safety guidelines and being aware of your responsibilities for health and safety.

· Value diversity and promote equal opportunities.

· Comply with an agreed dress code appropriate to the job role and the tasks to be completed.

· Participate in Performance Management and Professional Development activities as required. Undertake further training as needed to ensure up to date knowledge and implementation of best practice.

· All Kendal College employees are expected to act as ambassadors for the College and promote the organisation and its services positively.

· Undertake any other duties and tasks appropriate to the grade and character of work as may reasonably be required.  


The details contained in this job description reflect the content of the job at the date the job description was prepared.  However, over time, the nature of individual jobs inevitably changes; existing duties may be lost and other duties gained without changing the general character of the duties or the level of responsibility entailed.  Consequently, the College will expect to revise this job description from time to time and will consult with the job holder in so doing.
This job description produced by CBO November 2021

PERSONAL SPECIFICATION

POST:	CIS Administrator

As a College employee you will be expected to embrace College values and implement College policies and procedures by: -

· Seeing learners as our priority
· Embracing equal opportunities and respecting diversity
· Working co-operatively with colleagues
· Respecting and valuing the work of all our stakeholders
· Striving for continuous improvement
· Adhering to College policies and procedures
· Promoting the welfare of children, young people and vulnerable adults
	


	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications
	· Certificate in IT User Skills, ECDL or equivalent experience in spreadsheets, word processing and complex database systems.

	· NVQ Level 2 in Business Administration
· GCSE Grade C or above in English and Maths or L2 Literacy and Numeracy qualifications

	Experience
	· Inputting, accessing and interpreting information from databases accurately.
· Administrative experience within a varied and diverse range of settings

	· Experience of customer service and working with the public
· Use of ProSolution
· Experience in an educational setting

	Knowledge and Skills
	· Attention to detail.
· Working Knowledge of Microsoft Office.
· Ability to communicate effectively both internally and externally.
· Ability to work without supervision and refer issues appropriately to line manager.
· Ability to work under pressure and to meet deadlines.

	· Student records data processes.
· Awareness of the requirements of the Data Protection Act and GDPR.





Essential requirements are those without application will not normally be considered for appointment application will not normally be considered.
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