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	Learning Support Administrator (Funding) 
Reporting to: Team Manager - Learning Support Funding & Deaf Access
Base: Roundhouse 


	Hours                               15 hours per week, 52 weeks per year
Contract Type                 Support
Holidays                           20 days pro rata per annum

Salary                               £22,071 per annum pro rata, actual salary £8,948 per annum 


	Job Purpose – Key roles
To provide an administrative service to the Learning Support department with a particular focus on funding. 
To collate & input funding details for students & apprentices and to provide administrative support to the Team Manager.


	Key Responsibilities

· To create & maintain the High Needs funding spreadsheet, meeting the requirements set by Local Authorities.  

· To meet deadlines for collating documentation from all parties involved. 

· Inputting data into various College systems accurately & in a timely manner.  
· Track and monitor funding streams for all students (EHCP/High Needs, adults and apprentices) monthly and provide half-termly updates on income & activities

· Gather, review & analyse data in relation to student attendance & action funding amendments  accordingly.
· Support other staff with gathering, inputting or reviewing of data to ensure information is correct for audit or ILR purposes, working closely with the other administrators in the department. 
· Provide administrative and logistical support (including catering, room booking) for events relating to Learning Support, including open days and outreach 
· Act as a liaison point for internal and external contacts, referring queries to appropriate staff.
· Organise, support, attend and take minutes for staff and student committee meetings 
· Provide support on various other administrative tasks as needed for staff within the Learning Support department & cross-college occasionally eg at enrolment. 


	Competencies
· High level of interpersonal and communication skills

· Ability to effectively engage with students of varying ages
· Be committed to raising the quality of the student experience
· Possess strong analytical written, oral and communication skills.

· Have a track record for raising standards

· The ability to analyse data and use to generate quality improvement
· Creativity and an eye for detail
· Be resilient and able to operate successfully under pressure

· Be approachable and able to work effectively with a broad range of staff and stakeholders.

· Compliance with internal and external audits

· IT Skills



	Knowledge
· Knowledge of the Equality Act 2010.
· Knowledge of SEND reforms & the development of Education, Health & Care Plans
· Possess a sound understanding of equality, diversity, British values and social belonging.

· Understanding of ALS funding systems and the various streams (desirable)


	Experience
· Experience of using various IT packages including Excel, Word, Microsoft Teams. 
· Experience of managing data

· Experience of managing events (desirable)
· Experience of working with legal documents (desirable)



	Qualifications
· GCSE Maths level 2

· GCSE English level 2
· Level 2 IT 

· NVQ Level 2 in Customer Service

· NVQ Level 2 in Administration
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