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	Post Title
	College Services Manager

	Purpose
	To provide high-level support to the Director of College Services in ensuring the effective coordination, organisation and delivery of all Enabling Department functions and college-wide events. The post‑holder will act as deputy in the Director’s absence, supporting operational leadership, cross‑college collaboration, and the implementation of systems that support the main business of the college, teaching and learning. 

	Responsible to
	The Principal through the Vice Principal: Finance & Resources and the Director of College Services.

	Liaising with
	 Heads of Enabling Departments, Senior Leadership and Management Teams, College Management Team as well as departmental teaching and support staff.

	Remuneration & Hours
	NJC Support Staff Payment: 24-26
This is a full time, permanent position.


	Context

	Loreto Sixth Form College is one of the largest provider of A Levels in the country, and was graded as Outstanding by OFSTED in January 2023. The college is proud of its wide and varied Marketing and Events calendar; which encompasses internal and external events of all sizes. The Marketing Team work primarily towards the college’s strategic objectives in terms of student recruitment, as well as showcasing the outstanding provision provided to the colleges staff and students. 



	Main Duties and Responsibilities

	· To assist the Director of College Services in ensuring all Enabling Departments effectively support the core business of the College: teaching and learning and deputise as required.
· To deputise for the Director of College Services as required.
· Support the planning, logistics coordination and delivery of major college events (Open Days, Taster Days, Year 10 Days, Interview Evenings, etc.) and deputise as required.
· Ensure clear dissemination of information relating to enabling department processes and events.
· Organise transport and catering for all large college events and trips. 
· Attend and contribute to half‑termly Enabling Department Head meetings; chair meetings as required.
· Support coordination, communication and workflow between CCIT, Software Development, CIS, Library & Study Centres, Exams, Finance, Administration/Reprographics, Premises, and HR.
· Support the Director of College Services in providing organisational leadership across the Enabling Departments.
· Provide guidance to SMT, CMT and staff regarding cross college events and initiatives. 
· Assist in mobilising resources from all Enabling Departments to deliver high‑quality events.
· To develop and maintain strong relationships with secondary schools as liaison officer. 
· To support the Strategic Manager for Schools Liaison and Marketing with the planning, preparation and implementation of all Schools Liaison events including but not limited to; assembly presentations, careers fairs, mock interviews, parents’ evenings, and other Post – 16 events at high schools. 
· To maintain accurate records of interactions with schools and prospective students.  
· Collaborate with curriculum and enabling teams to understand the needs and expectations of prospective students to provide information and guidance to prospective students about Loreto College. 
· Provide administrative and organisational support for the Greater Manchester High Achievers’ Partnership 
· Assist in monitoring quality assurance systems within Enabling Departments.
· Support the creation of departmental self‑assessment reports, annual development plans, and quality assurance documentation.
· Contribute to preparation of the Enabling Department SAR.
· Promote effective communication across Enabling Departments and with appropriate external partners.
· Support with general administration tasks. 

	General

	· To be aware of and comply with all College policies and procedures.
· To be aware of equal opportunities and to demonstrate these principles in all aspects of work.
· To understand the College’s Safeguarding and Health and Safety policies and to work within its guidelines.

	Staffing

	· To undertake staff development.
· To take part in the College’s Appraisal process.
· To ensure that appropriate arrangements for cover are made when absent.
· To work as part of a team and to ensure effective working relations.

	Quality Assurance

	· To ensure the effective operation of quality assurance systems.
· To contribute to the process of the setting of targets within the department and to work towards their achievement.

	Communications

	· To ensure effective communication with members of staff, managers and the senior leadership team.
· To liaise with relevant external bodies as appropriate.
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	· To contribute to the College liaison and marketing activities.
· To link with external agencies as appropriate.

	Management of Resources

	· To contribute to the maintenance of an attractive working environment. 

	Other

	· To support the aims and objectives of the College.
· To attend meetings as appropriate.
· To undertake any other duties the Principal or their designated alternate may reasonably direct from time to time within the context of the Loreto College contract.
· To take all reasonable steps to ensure the security of any personal data relating to College employees or students, (either future, current or past) to which you have access, in line with the requirements of the College’s Data Protection Policy and the General Data Protection Regulation (GDPR). 
· This Job Description is subject to periodic review and amendment.



Person Specification

This person specification will be used in shortlisting and interviewing to select the best candidate. Each applicant should therefore address the person specification in their written application and where appropriate, give examples of how the criteria have been met.
	
	Essential
	Desirable
	Assessment Method

	Experience
	
	
	

	Experience in a marketing/events coordination role
	x
	
	Application, Interview

	Significant previous experience in an administrative role
	x
	
	Application, Interview

	Experience of team leadership/people management
	x
	
	Application, Interview

	Skills and Knowledge 
	
	
	

	Excellent organisational and administrative skills 
	x
	
	Interview, Test 

	Ability to organise and manage own workload to meet completing deadlines
	x
	
	Application, Interview

	Excellent written and oral communication skills
	x
	
	Application, Interview
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	x
	
	Application, Interview

	The ability to maintain quality and organisational procedures 
	x
	
	Interview 

	Excellent attention to detail
	x
	
	Application, Interview, Test

	Willingness to carryout  training of other enabling staff  
	
	x
	Interview

	Ability to empathise with 16-19 year olds within a college situation 
	x
	
	Interview 

	Evidence of commitment to Continuous Professional Development 
	x
	
	Application, Interview

	Qualifications 
	
	
	

	Educated to degree level or equivalent, or substantial relevant experience that demonstrates a high order of event management and coordination.
	x
	
	Application, Interview

	Attitude and Impact 
	
	
	

	Positive and Enthusiastic 
	x
	
	Interview 

	Able to motivate others within the team to achieve set objectives
	x
	
	Interview

	Flexibility and a readiness to undertake a wide range of tasks 
	x
	
	Interview

	Smart in appearance and manner 
	x
	
	Interview

	Ability to work outside of normal office hours on occasions
	x
	
	Interview

	In sympathy with the Catholic ethos of the College, including a commitment to co-operation and helpfulness and a concern for the well-being of others 
	x
	
	Interview

	A willingness to show flexibility in working arrangements in terms of duties and working patterns to meet emergencies and changes in circumstances 
	x
	
	Interview

	Committed to Equality and Diversity 
	x
	
	Interview

	Personal 
	
	
	

	Enhanced DBS Clearance*
	x
	
	Pre-employment check 

	Ability to meet the requirements of the Asylum and Immigration Act (to be legally employed to work in the UK)
	x
	
	Interview

	*this will follow an initial offer of employment 
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