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JOB DESCRIPTION 
Job title:
Senior Learning & Curriculum Administrator
Reporting to: 
Director of Learning and Curriculum
Hours:
30 hours per weeks/40 weeks per year (term time plus additional administrative weeks)
Salary:
Full time salary £24,515 Pro-rata: £17,612: 0.7184 contract
Closing Date: 
Monday 25 November 2024 at 5 pm
Job purpose: 
To provide high quality and efficient administrative support to the Directors of Learning and Curriculum.
Main duties and responsibilities: 
· To provide full support to the Directors of Learning and Curriculum in relation to Committees or other meetings as required. Support to include:

· Compiling and distributing draft agendas

· Collating, formatting and checking reports

· Ensuring reports are submitted and circulated in good time

· Liaise with additional attendees over ad hoc attendance at meetings

· Facilitating on-line/remote meetings using applicable online applications

· Preparation prior to the meeting, e.g. presentations, layout of room, booking of venues when required, with associated arrangements

· Taking the notes of the meetings, and subsequent distribution for approval
· Preparing action logs from the notes and ensure they are kept up to date

· Provide comprehensive secretarial and administrative support to Directors of Learning and Curriculum.
· Effectively manage the Directors of Learning and Curriculum diaries, giving appropriate weight to priority issues and workload pressures.
· Act as the first point of contact for all communications with the Directors of Learning and Curriculum.
· Ensure deadlines are carefully monitored and met, in terms of responses required of the Directors of Learning and Curriculum.

· Deal with and prioritise correspondence, drafting responses or redirecting to other appropriate staff. 

· Line Manage the Learning and Curriculum Administrator. 
· To support the Senior Student Reviews Administrator with the collation of information required for student reviews and the co-ordination of staff diaries. 
· Establish and maintain effective, easy-to-use electronic and paper-based files, records and archives.
If you would like to have an informal conversation regarding this role please contact HR on hr@rnc.ac.uk. 

Note: This job description covers the main, current duties and responsibilities of the job; however, it is subject to review and amendment in the light of developing or changing organisational needs. Other activities commensurate with this Job Description may from time to time be undertaken by the Job Holder. 
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PERSON SPECIFICATION 
Essential and Desirable criteria will be assessed using a range of methods that may include: application form, interview, task or test, presentation of certificates or required documents. Consideration will be given to candidates who may not hold the essential qualifications but who can demonstrate equivalent experience and/or a willingness to achieve the qualification on appointment.
	ATTRIBUTES
	ESSENTIAL 
	DESIRABLE 

	Experience
	· Providing a high level of administrative support within a multi-disciplinary team

· Dealing with a wide range of stakeholders including members of the public

· Working with confidential or sensitive information

· Delivering advice and support with honesty, discretion, and tact.
	· Experience of working with people with disabilities, particularly visual impairments.

· Dealing with local or central government agencies

· Experience of working in an education setting

· Working within, or liaising closely with, a local authority children’s or adults’ services team 



	Knowledge/skills
	· Able to meet tight deadlines, work under pressure and use own initiative to complete tasks. 
· Good time management/excellent attention to detail

· Able to communicate with a wide range of stakeholders.
· Excellent working knowledge of Microsoft Office and a high level of ICT capability 

· Excellent interpersonal, verbal, written communication, and organisational skills

· Excellent keyboard & telephone switchboard skills.

· Awareness of health & safety practices and guidelines

· Knowledge of appropriate management and supervisory skills

· Understanding of safeguarding standards and procedures
	· Detailed knowledge of current SEN legislation, including SEND code of practice: 0 to 25 years, high needs funding and other relevant statutory SEND processes Awareness of the Welsh funding system and the Additional Learning Needs legislation. 
· Understanding of the nature and causes of visual impairment.
· Working knowledge of GDPR

· Accurate and effective minute taker



	Qualifications and training
	· NVQ Level 3 in Business Administration or equivalent experience.
	· Evidence of professional updating

· Working knowledge of alternative media formats



	Aptitudes and abilities
	· Motivation and influencing skills.
· Good leadership skills

· Able to maintain focus in an environment with many interruptions.
· Maintain confidentiality of all work undertaken

· Excellent communicator

· Able to handle sensitive situations with tact, diplomacy and professionalism.
· High level of accuracy & attention to detail

· Able to work independently and as part of a busy team
	· Open willingness to be involved in activities across the College

	Disposition, attitude and motivation
	· Able to deal confidently with unexpected issues in a solutions-focused way.
· Calm disposition, especially under pressure

· Discreet and flexible

· ‘Self-motivated, with a ‘can do’ approach. 

· Understanding of safeguarding for our students and a commitment to safe practice

· Commitment to equality and diversity and its active promotion
	

	Additional/other
	· Eligibility to work in the UK

· Enhanced DBS check will be undertaken
	


