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	MISSION STATEMENT

“Driving Ambition, Inspiring Success”


	JOB DESCRIPTION
	Job Title No: 



	Post Holder
	

	Job Title
	Registry (Admissions) Co-ordinator


	Responsible to
	Director of Registry and Finance 



Purpose
Key Strategic Objectives 

· To actively contribute to the College’s Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the College’s Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……

· To commit to the College’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.
Specifically the post holder's responsibilities will be as follows:

1. To manage and contribute flexibly to the development of Admissions services, specifically to have a working knowledge and the necessary interpersonal, financial and administrative skills to ensure:
· Initial application enquiries are dealt with appropriately.
· Applications are recorded and processed timely.
· Interviews for applicants are arranged in line with College policies and procedures.
· Interview nights and open events are sufficiently staffed (this may involve some evening/weekend work).
· Enquiries about all aspects of Registry activities are dealt with timely and appropriately.
· Communications to applicants are delivered by the most appropriate means.
· Produce regular application reports.
2.
To ensure the Admissions Team effectively works within the College procedures and meets service level agreement targets.
3
To liaise with Managers and Directors across the College to ensure interview timetables are in place and managed accordingly.

To improve, develop and implement systems and procedures to support the College applications process.

4.
To provide support with enrolment and external events as required (this may involve some evening/weekend work).
5.
To work flexibly within the Finance and Registry team and be able to assist as and when necessary.
6.
  To make regular and systematic sample checks for errors and omissions on admissions records, both paper-based and computerised, and to ensure corrections are made.

7.
  To participate in, and undertake, staff appraisals and training needs analysis activities, to advise the Director of Finance and Registry as to the training and development needs of staff, and to participate in relevant activities.

8.
To actively show a commitment to the Departmental Strategic Objectives.
9.
To show an active commitment to the College's Equality and Diversity Policy, Quality Frameworks and Health & Safety Procedures.

10.
To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the College.

11.
To carry out such other appropriate duties commensurate with your skills, knowledge and experience.

12.
The College may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the College.

Signed:  __________________________________ Date:  ______________
	PERSON SPECIFICATION
	Job Title No: 


	CATEGORY
	REF
	CRITERIA DESCRIPTION
	METHOD OF ASSESSMENT


	1. Skills and Abilities


	Essential


	1.1
	Excellent communication and customer service skills. 

	Application/Interview.


	
	1.2
	Excellent organisational skills and the ability to work unsupervised.


	

	
	1.3
	Ability to deal sensitively with confidential issues.


	

	
	1.4
	Strong evidence of administration skills with the ability to input and collate data.


	

	
	1.5
	Good IT skills.


	

	
	1.6
	Supervisory experience.


	

	Desirable
	1.7
	Experience of working in an FE Admissions Department. 


	Application/Interview.

	2. Qualifications and Training


	Essential


	2.1
	Minimum of a NVQ Level 3, or equivalent, in a relevant subject, ie Business Admin, Customer Service, Leadership and Management, etc. 

	Application/Verification of original certificates.


	
	2.2
	Grade C or above in Maths and English (or equivalent).

	

	
	2.3
	A commitment to undertake any mandatory training relevant to the role.

	

	Desirable
	2.4
	Supervisory, Management or Leadership Qualification.

	


	CATEGORY

	REF
	CRITERIA DESCRIPTION
	METHOD OF ASSESSMENT


	3. Attitude/Disposition


	Essential


	3.1
	Team Player.

	Application/Interview/

References.


	
	3.2
	Commitment to working flexibly.  Specific responsibilities of the role require evening and weekend work.


	

	
	3.3
	Commitment to excellence.

	

	
	3.4
	To commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults within the College.

	

	4. Knowledge


	Essential


	5.1
	Knowledge and understanding of FE Admissions processes and procedures.


	Application/Interview.


	Desirable
	5.2
	Experience of Pro-Solution or other FE student records system.


	Application/Interview.


	5. Experience


	Essential


	6.1
	Experience of dealing with a wide range of people.


	Application/Interview.


	
	6.2
	Experience of working in a very busy and demanding environment.


	


	CONTRACT ARRANGEMENTS
	Job Title No: 


Business Support Staff will be engaged under a Contract of Employment determined by Middlesbrough College, supported by Contract Guidelines.

	1.
	Contract type


	Business Support.

Full Time.

Permanent.

	

	2.
	Working week


	37 hours.

	

	3.
	Holiday
	30 days per annum.



	

	4.
	Period of Notice


	Two Months.

	

	5.
	Salary Scale
	Business Support Scale 4.

Points 17-19, £18,098 - £20,093 per annum.

	

	6.
	Pension
	Employees are eligible to join the Local Government Pension Scheme. 
Employee’s contribution is 5.8% of salary.

	

	7.
	Sickness
	The Corporation Sickness Policy will apply. Further information is available from Human Resources on request.

	

	8.
	Probationary Period


	12 months.


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.

