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HUB Administrator – Cannock

	Responsible to:

	Sam Jenkinson, Learner Services Coordinator

	Responsible for:

	N/A 

	Grade of post:

	Grade 3, SP12-13


	Hours of work:

	37 hours 

	Work location:

	Cannock Campus with cover at Rodbaston

	Code:
	HR2627-008



	Job Purpose:  To provide outstanding support for applicants through the enquiry, application and enrolment processes ensuring that all customers receive the best possible level of service, and to support students in all aspects of their learner journey, signposting to internal departments as and when required.




Key Duties & Responsibilities

1. To process all course applications received in a timely manner.

2. To ensure that enrolment runs smoothly, and learners are supported through the process.

3. To answer phone calls into the HUBS in a timely manner and ensure that everything is done to ensure the best possible outcome for the customer. ￼

4. To safeguard and ensure the wellbeing of students, including taking responsibility for reporting safeguarding matters.

5. To undertake administration tasks as and when required to support the Learner Journey.

6. To support open events and school marketing activities to promote the college and courses offered.

Other Duties and Responsibilities ￼
· To carry out all duties in accordance with the College’s Health and Safety, Safeguarding & Equality & Diversity policies and procedures, practices and procedures.

· To carry out any other duties as directed by your Line Manager.


Safeguarding

The College considers that the job holder for this role should have a DBS Enhanced disclosure.

	Communication – Oral and written
	· Contribute to open days, student taster days and any other marketing events.
· Communicate with parents, guardians and careers advisors with regard student applications.
· Explain procedures, regulations and course entry requirements to students, parents, guardians and careers advisors.
· Maintain accurate student records by using internal college systems and by liaising with curriculum and support staff to maximise outcomes of the students and course.
· Communicate effectively during team meetings, liaise with colleagues and ensure each system and procedure runs smoothly and methodically.
· Communicate with stakeholders/customers timely, both oral and written. 
· Actively promote Equality and Diversity/British Values through everyday practices.

	Teamwork & Motivation – internal or external, can be fixed, matrix, project groups
	· Work with colleagues professionally and effectively to achieve targets set by line manager.
· Engage and contribute to team meetings to monitor the applications process and other HUB admin tasks.
· Participate in recruitment activities, for example, taster days and open events to increase application numbers.
· Support peers by sharing good practice across all campus HUBS.
· Motivate and work closely with your team to achieve targets and to operate within service level agreements.

	Liaison & Networking – Liaison is making and maintaining individual work-related contacts; network is interconnecting group of people (internal and/or external)
	· Work with teaching staff, MIS and Learning Support during enrolment to increase application numbers.
· Maintain links with parents/guardians/carers, employers and other agencies to support student progression and welfare.
· Liaise with companies / organisations when ordering stationery/toner/ink etc.
· Engage in networking opportunities with key stakeholders during events or CPD days.


	Service Delivery – customer is anyone receiving services
	· Create a positive image of the organisation by being responsive and prompt in responding to requests.
· Always deal with customers in a polite and courteous manner.
· Respond to breakdowns, system or mechanical failures or predictable requests for help. 
· Respond to requests for information from employees, students, parents, or members of the public.

	Decision Making – relates to finance, physical resources, students, staff, and policy
	· Show initiative and be willing to take part in making decisions within the role.
· Decide on the right tools or techniques to be used to carry out a task.
· To make decisions on resources that will help increase the provisions outcomes. With a focus on student experience.
· Complete college surveys honestly with a focus on customer experience and a positive healthy workplace.

	Planning & organising – financial, capital and people
	· Work in line with the organisations policies and procedures.
· Promote maths, English, ICT and employability skills to ensure students can prepare for their progression.
· Promote high expectations of students learning. 


	Initiative & Problem Solving – identifying actual/potential problems, considering/devising solutions, implementing.  Consider acting within given boundaries.
	· Deal with student behaviour by taking appropriate action.
· Solving and using initiative in times of need.
· Solving routine IT system failures.
· Review and reflect upon processes to ensure that they still provide the best and most effective way of working, focusing on the customer experience and learner journey.


	Investigation & Analysis – includes research
	· Discuss the analysis of course applications and open event data in HUB team meetings to identify and respond to trends to improve the student experience, with a focus on recruitment and increased application numbers.

	Sensory & Physical Demands – uses senses singly or in combination and use of physical skills/ effort
	· Be confident and competent with specialised equipment and college systems used in the HUBS.
· Use Microsoft 365 online and standard office equipment.


	Work Environment – conditions under which they work. Risk/H&S
	· Comply and adheres to standard Health and Safety guidance regarding self and others, and reports concerns to others for action. 
· Complete mandatory Health and Safety training

	Pastoral Care & Welfare – physical, mental health & wellbeing 
	· Encourage, motivate and inspire students.
· Provide outstanding IAG to students on all aspects of their learner journey outside of the classroom.
· Provide pastoral support to students, including referrals to other professionals and supports positive behaviour and attitudes.  
· Ensure all students feel safe in college and they understand how to keep safe themselves in different situations. 
· Report safeguarding issues to the Safeguarding team as appropriate.

	Team Development – coaching, development of team (not others)
	· Assist colleagues with day-to-day tasks and help new employees settle in
· Engage in activities to share good practice within teams.

	Teaching & Learning -Support all types of teaching and learning support outside of immediate work team
	· Support all types of teaching and learning support by liaising with staff on behalf of students as and when required to support their learner journey.

	Knowledge & Experience – knowledge acquired through education/ qualifications and experience
	· Experience of interpreting rules, procedures and regulations and provide advice to others on how they should be applied. 
· Extensive knowledge of the college systems regarding the application and enrolment processes.
· Experience of following established practice, procedure or techniques.








PERSON SPECIFICATION
	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· GCSE A* - C in Maths and English (Grades 9 – 4) or equivalent 
· Safeguarding, Prevent, Equality and Diversity, GDPR and Health and Safety training to be completed within one month of appointment
	ü



	

ü

	

	Desirable:
	
	
	

	· Relevant Level 2 or above IAG or customer service qualification 
	ü
	
	

	Experience and Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	· Experience of using Pro Solution/Microsoft 365 and teams
· Experience of working within an educational setting.
· Experience of creating and using shared spreadsheets.
· Experience of answering customer enquiries over the phone and by email.

	ü
ü
ü
ü
	ü

ü
	

	Desirable:
	
	
	

	· Experience of working in a front of house service within education.
	ü

	
	

	Personal/Behavioural Attributes
	
	
	

	Essential:
	S/L
	I
	A

	· Excellent verbal and written communication skills
· Excellent levels of accuracy and attention to detail 
· Highly effective organizational skills 
· Ability to recognize discrimination and demonstrate an awareness of equality and diversity.
· Relates well to people from all backgrounds and treats everyone with respect and is consistently helpful, positive and collaborative. 
· Presents information which influences and has a positive impact on audiences.
· Deadlines are met, prioritising effectively when issues or timescales conflict
	ü











	ü
ü
ü
ü

ü

ü

ü
ü
	









	Other Requirements
	
	
	

	Essential:
· Ability to move between sites in a timely manner as and when required.
	S/L
ü
	I
ü
	A



S/L = Short Listing        I= Interview         A=Assessment 
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