
Job Description      
                                                    
	Post title
	Administration Officer

	Job Evaluation
	E00158

	Grade
	Grade 5

	Service
	Resources 

	Service area
	Business Support

	Reporting to
	You will report to the Administration Coordinator

	Location
	Your normal place of work will be Crook, but you may be required to work at any Council workplace within County Durham

	Disclosure and Barring Service (DBS)
	This post is subject to a Standard Disclosure

	Flexitime
	This post is eligible for flexitime

	Politically restricted
	This post is not designated as a politically restricted post in accordance with the requirements of Section 1(5) of the Local Government and Housing Act 1989 and by regulations made from time to time by the Secretary of State



Description of role

· To co-ordinate the administration of the DurhamLearn SEND Team, on a day-to-day basis: using own SEND and Safeguarding knowledge and good practice to inform administration activities and take action as required. 

Duties and Responsibilities

· Respond to requests for information from managers, staff, service users and
stakeholders with respect to the administration of SEND provision, within DurhamLearn. 

· Lead and work autonomously on administrative support for regularly scheduled occurrences, such as daily, monthly, termly and annual scheduled activities, which uphold safeguarding practices and quality, efficient and effective service.  

· Work with wider administration team to ensure ordering of goods and equipment / resources needed by the SEND Team. 

· Lead on administrative support for coordinating, reminding, collecting, collating, recording and posting Access to Work worklogs and invoices. Support to recover the payment of said invoices once with Department for Work & Pensions – liaising with Access to Work caseworkers - within timescales that ensure timely collection of funding.

· Maintain and store confidential information including learner information and staff files and ensure the archiving and or destruction criteria is applied when appropriate.

· Ensure targets are met for input of data onto the Management Information System (PICS) and other databases / spreadsheets as appropriate and that data is edited / amended by required timescales to meet the service’s requirements.

· Ensure Individual Learner Records are kept up to date in order to ensure that returns can be completed successfully and forwarded to the Education Skills Funding Agency / Department for Education, at required times throughout the year.

· Maintain effective and up to date expertise around the Service’s Management Information Systems (PICS) and provide work-based support and guidance to colleagues. 

· Extract standard reports from the Management Information System (PICS) to enable targets and KPIs to be monitored. 

· Ensure that all SEND documents such as EHCPs are stored, updated, recorded and monitored effectively.

· Lead on the organisation of EHCP reviews and co-ordinate attendance of all relevant parties; takes notes during meetings and draft changes in EHCP following these; share to SEND PL, who will make final draft before submission. 

· Support service managers with the completion of documentation relating to the funding (including external funding) of the SEND provision, including the projected future provision and costs.

· Contribute to regular reviews of processes and forms/documentation used by the SEND Team and service

· Provide support for the organisation of visit, sign up, enrolment and celebration events for learners. 

· Produce documents as required/ requested by the SEND Team, using a range of computer software such as word, spreadsheets and databases. 

· Provide support to the Media Assistant in the form of ‘content’ that can be used on the website, socials and in the press.  

· Lead on administrative support and co-ordination of bursary and funding applications made by learners on SEND programmes.

· Support administrative support and co-ordination for learner examination and accreditation process.

· Assist on preparation of and collate learner response feedback for SEND PL to use in EHCP reviews, planning, QIP and SAR activities
 
· Co-ordinate arrangements for CPD / training and conferences, recording of these for the SEND Team, including organising SEND Team meetings and the taking of minutes in said  meetings. 

· To assist the SEND PL in the implementation and assurance of safe working practices and environments for all staff and learners in accordance with the policies of Durham County Council and relevant legislation. 

· To be committed to an elevated level of safeguarding adherence and promotion, to the welfare of children, young people and vulnerable adults. 

· To be committed to an elevated level of equal opportunities adherence and promotion, which complies with the County Council’s diversity and equality policies. 

· To be committed to professional self-development making full use of training and development opportunities identified through appraisal 

Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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Person Specification
	Attributes
	Essential
	Desirable

	
Qualifications

	· NVQ Business Administration Level 3 or equivalent.
· English and maths at L2 or GCSE equivalent. 
	· Coaching & Mentoring Qualification
· SEND / LLDD / ALS awareness or specialist qualifications 

	
Experience

	· Significant experience in an administrative position 
· Significant experience of maintaining administrative systems
· Experience of education Management Information Systems and processes including the ILR specification
· Experience of assisting /supporting clients, staff and other external professionals 
· Experience of compiling and collating finance related paperwork 
· Experience of entering precise data onto systems and databases/ spreadsheets 
	· Experience of completing DWP / AtW documentation or working in a financial department
· Experience of working in a post 16 setting
· Experience of working in a SEND / LLDD / ALS  

	
Skills and Knowledge 

	· Knowledge of administrative systems and processes related to Education & Training.
· Significant knowledge of education Management Information Systems
· Knowledge of the requirements of the Education Skills Funding Agency Funding Rules and ILR specification
· Effective organisational skills 
· Ability to work methodically and systematically. 
· Adopts a collaborative approach to work. 
· Absorbs information and applies it effectively. 
· Good interpersonal and communication skills 
· Excellent and consistent manner with customers 
· Ability to demonstrate initiative and responsibility for taking a piece of work forward 
· Able to work accurately to deadlines 
· Manage time effectively
· Ability to handle and secure confidential information 
· Excellent range of IT skills and ability to use databases
· Can make, file and retrieve records efficiently
	· Knowledge of the functions of the Local Authority and their relation to this post. 
· Knowledge of policies and processes related to post 16 education provision
· Knowledge of post 16 SEND / LLDD / ALS practice  





	
Personal Qualities

	· Dependable, reliable, a good timekeeper and effective guide/mentor. 
· Demonstrates and encourages high standards of honesty, integrity, openness and respect for others. 
· Proactive and achievement orientated.
· Ability to make decisions as appropriate.
· Able to work with minimum supervision. 
· Understand and use appropriate methods, tools and applications. 
· Committed to upholding highest safeguarding standards.
· Committed to Equality and Diversity observance.
· Committed to Health and Safety adherence.
· Ability to attend varying place of work across the County when required by using your own car
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