Job Responsibilities (Revised)
· Develop, maintain, and update accurate internal records relating to English Hub engagement, delivery, and performance (excluding finance where specified).
· Use internal records to complete required DfE submissions (e.g. Dashboard submissions), ensuring all deadlines are met.
· Coordinate English Hub events, including venue bookings and pre‑ and post‑event correspondence.
· Produce and send English Hub correspondence (events, audits, bookings, and data gathers) to schools and local partners.
· Develop, maintain, and update accurate mailing lists.
· Act as the main point of contact for Hub enquiries, responding promptly and professionally via email.
· Correspond effectively with the Hub Lead and Literacy Specialist Team regarding operational arrangements such as travel, accommodation, meetings, and events.
· Schedule meetings and maintain up‑to‑date online calendars.
· Complete general administrative duties, including drafting and maintaining documentation as directed by the Hub Lead.

Finance, Monitoring, and Compliance Responsibilities
· Maintain clear, accurate, and robust financial tracking and recording systems for all English Hub expenditure.
· Track and record English Hub expenditure and communicate financial information regularly to Hub Leads.
· Process payments on CIVICA in line with Hub delivery activity.
· Reconcile CIVICA records with internal expenditure tracking systems and DfE submissions (e.g. data gathers).
· Use internal records to complete DfE Finance and Performance (Annex J) submissions by specified deadlines, with oversight from the Strategic Hub Lead.
· Draft school finance agreements under the direction of Hub Leads and correspond with schools regarding finance and payment procedures.
· Set invoice submission deadlines and communicate these clearly to schools.
· Collate and maintain internal records required for external audit purposes.
