

[image: image1]
Vision Business Support Services is a subsidiary company of West Nottinghamshire College

Timetable and Register Advisor

Resources and Processes
Ref: VBSS17.27
1. The Appointment

There’s never been a more exciting time to join West Nottinghamshire College Group.  West Nottinghamshire College Group has grown from a local college to an international organisation with a reputation for dynamism and success.  The college group is made up of a number of separate companies all with education and training to the very highest level at their heart.   
We embrace and encourage all those who are driven to better themselves, achieve their goals and reach new heights. Outstanding resources combined with exceptional tutors and student support means that whatever your ambition, we can help you to achieve it.

Vision Business Support Services Ltd (VBSS) provides high-quality support services to all aspects of the college group. VBSS is a subsidiary company of West Nottinghamshire College and provides an important service and plays a pivotal part in the success of the college and creating an exceptional learner experience. 
JOINING OUR JOURNEY 
When you join our college, our staff have access to numerous benefits and facilities:
· Pension Scheme 

· Occupational Health Service

· Childcare Voucher Scheme 

· Enhanced Maternity/Paternity provision

· Staff Development days/week (July)

· Free confidential counselling service

· Staff recognition awards

· Free car parking

· Butterflies Day Nursery (On-site, Derby Road)

· Revive (On-site hair and beauty salon and spa, Derby Road)

· Refined fine dining Restaurant and Create Theatre (On-site, Derby Road)
ABOUT THE ROLE

Reporting to the Resources and Processes Manager you will be a key member of the team, responsible for entering and extracting data from the student records software relating to timetables and registers. This role is essential to the smooth running of both the delivery and support areas of the college; providing rooms to customers, improving resource utilisation and tracking student attendance.
As an experienced administrator you will have a logical mind and be attentive to detail for this forward thinking position. Good literacy and numeracy skills are essential. You must also have a wide range of IT experience, proficiency in using the Microsoft office suite and enjoy learning new software systems to use to our benefit.  You should be efficient, keen to develop and continually improve your knowledge, keeping up to date with changes in procedures and technology. You will become an expert in the department’s systems offering support and guidance to others, ensuring the team’s service is consistent.
You will work closely with schools of learning, supporting them with queries, extracting and analysing data and communicating this clearly and concisely. You will promote timely, accurate register marking enabling data to be used for monitoring purposes.

You should be confident in dealing with people at all levels in a wide variety of formats. You will train customers and promote best practice in college used systems at all levels of the organisation, building strong working relationships. 
Working with colleagues, you will ensure that the department’s workload is managed, service standards are met and maintained and deadlines achieved. You need to be a quick thinker, able to use initiative to resolve any issues that may occur. You should have experience of working in a busy office environment with excellent analytical and questioning skills. 
The role will require you to take on and work to the college’s values; working with Professionalism, taking Responsibility for your actions, and giving Respect to clients and colleagues alike.  
2. The Post

2.1 Main Duties and Responsibilities

a) To enter and extract data from the College Information Systems accurately and efficiently. 
b) To work closely with school administrators and provide excellent customer service to all.
c) To administer electronic registers and their link to timetables; promoting timely marking.
d) To support and advise system users and correct errors to ensure records are accurate, current and auditable.
e) To maintain all necessary documentation, files and records.

f) To produce reports for analysis as requested.
g) To train customers and be an expert on department and related systems, policies and procedures.
h) To participate in and respond to, regular audits of logical and physical records.
i) To be involved in and take ownership of projects allocated to you or the team.
j) To contribute in 1:1, team and other meetings providing sensible suggestions.

k) To communicate clearly and concisely advising on issues requiring escalation.
l) To use own initiative and work with autonomy. 

m) To take part in regular staff development.

n) To maintain the strictest confidentiality, security of information and discretion with particular reference to the requirements of the data protection act.
2.2
Other Responsibilities

a)
To uphold and promote College policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity and Health & Safety policies and procedures and attend training as requested.
b)
To comply with the college’s own safeguarding policy and practices and attend training as requested.

c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the college.

f)
To undertake any other duties as may reasonably be required commensurate with the post.
3. Skills, Qualities & Knowledge
	
	Essential
	Desirable

	Qualifications: 
	
	

	Level 3 Qualification in a related area (or willing to work towards)
	
	(

	Numeracy level 2 qualification
	(
	

	Literacy level 2 qualification
	(
	

	Business Administration/IT level 2 qualification
	(
	

	Experience 
	
	

	Extensive administration experience
	(
	

	Working knowledge of a variety of relevant software systems
	(
	

	Entering and extracting data to software systems
	(
	

	Experience of analysing and reporting on data in a variety of formats
	(
	

	1:1/ Group Training delivery- in person and remotely
	
	(

	Skills /Knowledge
	
	

	Excellent Interpersonal and communication skills
	(
	

	Confident, approachable and personable 
	(
	

	Self-motivated and reliable
	(
	

	High standards, accurate and attentive to detail  
	(
	

	Ability to build positive relationships  
	(
	

	Ability to plan and prioritise
	(
	

	Good literacy, numeracy and analytical skills
	(
	

	Polite and professional 
	(
	

	Empathy
	(
	

	Good keyboard skills
	(
	

	Good time management
	(
	

	Autonomous working
	(
	

	Demonstrate suitability to work with children and vulnerable adults including knowledge/ understanding of safeguarding and DBS compliance
	(
	

	Knowledge and understanding of the education sector and systems used 
	
	(

	Hold a full UK driving licence
	
	(

	Qualities/Approach linked to college values 
	
	

	Ability to work as part of a team or independently to achieve common objectives
	(
	

	Committed to continuing professional development 
	(
	

	Demonstrate a positive approach to equality and diversity 
	(
	

	Demonstrate a positive approach to customer service
	(
	

	Demonstrate an ability to take responsibility for own and others Health and Safety 
	(
	

	Flexible and adaptable approach 
	(
	

	Well organised
	(
	

	Positive attitude
	(
	

	The ability to remain calm in challenging situations
	(
	

	Demonstrate that you take responsibility and ownership, e.g. meeting deadlines, sharing best practice, following organisational procedures and service standards, problem solving, challenging processes that don’t work for customers
	(
	


4. Position within the College

The post-holder will be part of the Resources and Processes Team within the Data Management department and will report to the Resources and Processes Manager.
5. Terms & Conditions

a) The post is offered on a Vision Business Support Services Contract.
b) The salary will be £19,080 per annum. 
c) You will be required to work 37 hours per week on a flexible basis. 
d) Vision Business Support Services operates a Scottish Widows Group Personal Pension Plan.
e) You will be entitled to 25 days leave, plus bank holidays. Up to 5 days leave can be directed for efficiency closure.
f) The post holder may be located at any West Nottinghamshire College Site and may be expected to travel as required.

6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5pm on the 31st March 2017.
www.wnc.ac.uk/vacancies
THE COLLEGE PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY
The college is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. All successful candidates are subject to a Disclosure and Barring Service check.  The successful candidate will be required to pay for the DBS check themselves, the cost (£44 for an enhanced disclosure) will automatically be deducted from their first salary payment.
It is an offence for anyone who is barred from working with children, young people and or vulnerable adults to apply for this position. 
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