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	Job Title: Adult Learning Coordinator / Assessor
Reporting to: Team Manager 
Base: Multisite

	Hours:                               29.6 hours per week (Monday- Thursday), 52 weeks per year   
Contract Type:                 Support/Delivery
Holidays:                          34 days holiday (inclusive of 8 bank holidays and 6 closure days where these occur) pro rata
Salary:                              £20,939.20  per annum

	Job Purpose

To coordinate and deliver the interviewing, assessing, enrolling and on-course tracking of our adult learners, including learner centred advice and guidance. This includes, taking responsibility for the development, delivery, maintenance and evaluation of associated systems and processes for the smooth running of the department.

	Key Responsibilities

· To efficiently and effectively carry out learner recruitment activities, including initial assessment, information/advice/guidance (IAG), enrolment and induction.
· To assist with marketing activities, including open evenings, to support ongoing promotion of the department and wider college, and the recruitment of new learners
· Utilise professional customer service and negotiation skills to liaise with a wide range of internal and external stakeholders including employers, community venues, the Job Centre and other curriculum areas.
· Co-ordinate learner assessment and enrolment, working flexibly (including evenings) when required.
· To attend and contribute to team meetings, as and when required to do so.
· Take responsibility for ensuring that the department maintains adequate stationary supplies and learner resources including raising purchase orders as required.
· To provide regular written, electronic and verbal reports to line manager.
· Effective use of College systems and technology including proactively embracing use of IT and digital technology. Systems include, but are not limited to MS Teams, Promonitor, EBS, CRM, EBIS, Derby Track and i-services.
· Create and maintain spreadsheets for the effective and accurate tracking of circa 1,000 learner per year. 
· To act as an exams invigilator as need.
· Maintain up to date knowledge of funding rules (including Adult Skills Fund) that govern adult education
· To put forward constructive proposals to increase business, improve quality procedures and improve efficiency relating to any area of Business Unit activities.
· To demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.
· To contribute to the areas’ Business Plan and College Strategic Plan. 
· To take responsibility for your own professional development and continually update as necessary.
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.




	Person Specification	

	Competencies 

Essential

· Good working knowledge of Microsoft Office software including at least intermediate Excel skills
· Excellent organisational skills to administer and co-ordinate department administrative processes.
· Excellent communication skills, both written and verbal, to enable effective and professional collaboration with colleagues in the department and across the College.
· Use initiative to problem solve and be highly flexible/adaptable 
· Proven ability to prioritise, manage time effectively and work to deadlines 
· Accurate record keeping



	Knowledge & Experience  

Essential

· Understanding and appreciation of good customer service in relation to learners as well as other internal and external customers

Desirable

· Understanding and appreciation of barriers to learning for adults with little or no academic qualifications
· Up to date understanding and appreciation of the adult education system in England, including current funding rules
· Previous administrative experience within adult further education
· Understanding and appreciation of the importance of equity of opportunity for adult learners



	Qualifications – You are required to provide relevant certificates as proof of qualifications for all the items listed below:

Essential

· Level 2 – Maths
· Level 2 – English
· Level 2 or higher ICT 
· Full driving licence and own transport

Desirable

· Level 3 or higher Information, Advice and Guidance
· Level 3 or higher Business Administration 
· Level 3 or higher Customer Service
· Health and Safety/First Aid 
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