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Initial Teacher Training (ITT) Administrator Role




	Reports to:
	PLS Director and PLS Deputy Director

	Collaborates with: 
	
Other PLS ITT administrator based at St Angela’s Ursuline School, St George's Road, London, E7 8HU

	Time allocation: 
	3 Days a week (must include Monday 8-4pm)
Monday to Friday (Term time only)

	Length of employment: 
	1-year fixed term, starting as soon as possible

	Salary: 
	Scale 4 point 7 (7-10) pro-rata (actual salary £16,149)  

	Location base:
	Sydney Russell School, Parsloes Avenue, Dagenham, Essex, RM9 5QT
Flexibility required as training is held across two lead schools.  Other lead school - St Angela’s Ursuline School, St George's Road, London, E7 8HU

	
Job Description:

	General
· To provide administrative support for all matters related to the marketing, recruitment, selection and training of trainee trainees.
· To support the administration and the coordination of all the teacher training programmes across the partner schools who are hosting placements for trainee teachers.
· To support the administration of communicating the weekly newsletters to placement schools for mentors and trainee teachers.
· To complete administration tasks requested by the PLS senior leadership team in an efficient and timely manner.
Central Training
· To communicate to professional studies and subject leads regarding central training when hosted at Sydney Russell School.
· To organise the central training venue in the set up required for training that week.
· To collate the data from central training evaluations and share this with the PLS Director and Deputy Director on a weekly basis. 
Attendance and Punctuality 
· To manage the administration of recording PLS teachers’ attendance and punctuality to placement school and central training on a weekly basis.
· To monitor the persistent absence triggers weekly and arrange the stage one persistent absence and punctuality meetings with the relevant PLS teachers.
Placement B
· To support the placement B arrangements by communicating with PLS teachers, PCMs, general mentors and lead mentors.
Tracking Progress of PLS Teachers
· To upload data from the half-termly progress check PLDs on the master PLS Trainees spreadsheet in a timely manner.
· To communicate with mentors regarding outstanding progress check PLDs and cc in PCMs and PLS Director and Deputy Director.
· To upload data from the half-termly observation records on the PLS Trainees spreadsheet in a timely manner and share with PLS Director and Deputy Director.
Mentor Training Curriculum
· To communicate key information regarding mentor training with general mentors and PCMs in a timely manner.
· To communicate sign up for mentor training and to share the responses with PLS Director and Deputy Director. 
· To record the attendance of general mentors and PCMs at mentor training on the PLS Trainees spreadsheet in a timely manner and share with PLS Director and Deputy Director.
· To communicate the mentor training evaluations with general mentors and PCMs and to share the responses with PLS Director and Deputy Director.
· To collate the data from mentor training evaluations and share this with PLS Director and Deputy Director in a timely manner. 
Board Meetings
· To attend board meetings and take minutes and upload these in the relevant folder in a timely manner.
Early Career Teachers 
· To communicate with ECTs and ECT employing schools to collate the necessary information required.
· To send the Early Career Teacher Passports to the ECT employing schools.
Marketing 
· To manage the PLS social media accounts (Instagram, X, Facebook and TiKTok) and post regularly.
Data 
· To collate and record the following data:
· recruitment and selection 
· trainee teachers’ progress checks and final outcomes
· completion rate 
· employment rate
· central training evaluations - professional studies and subject sessions
· mentor training attendance
· mentor training evaluations
· mentor/PCM questionnaires outcomes
· trainee teacher questionnaires outcomes
· ECT questionnaire outcomes
· ECT school questionnaire outcomes

	
Person Specification:

	Criteria 
	Essential 
	Desirable 

	Qualifications / Experience:
	· GCSEs in English and Maths at Grade C/4 or above 
· Adept in the use of Microsoft Teams and Office, particularly Excel, Word, Forms and Outlook (email)
· Administrative experience
	· Administration qualification Level 2 or above 
· Previous experience of working within a SCITT/or other ITT institution 
· Knowledge of the DfE’s ITT criteria
· Knowledge or experience of data reconciliation
· Social media content creation

	Skills and Attributes:
	· Ability to work in a team and build effective professional relationships 
· Effective time management 
· Effective communication skills (verbal and written)
· Secure ICT skills
· Commitment to promoting Equality, Diversity and Inclusion
· Strong sense of self-efficacy 
· Ability to resolve problems 
	· Knowledge of Adobe illustrator and Adobe InDesign 
· Commitment to continuing to develop one's own professional development
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