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DANCOP Project Administrator (Fixed term contract to 31 December 2018)
Department: Communications, Marketing & Learner Engagement
Ref: VBSS18.18
1. The Appointment

This opportunity has arisen as part of the HEFCE funded National Collaborative Outreach Programme (NCOP), and we now require an enthusiastic and motivated individual to join the DANCOP (Derbyshire and Nottinghamshire Collaborative Outreach Programme) team. 

NCOP aims to identify and address issues around progression into Higher Education. In particular, it seeks to undertake outreach activity in specific local areas where HE participation is low overall and lower than expected given GCSE attainment levels.  
The Administrator role is to assist DANCOP team’s Mansfield hub with administrative duties, as directed by the DANCOP Lead Project Officer: Mansfield hub.
With an eye for detail and strong administration skills, you will ideally have experience of working in an education setting. 
The successful candidate will have the following skills:

· Creative approach to problem solving

· Adaptable and flexible attitude to work

· Ability to work well in a team environment and independently

· Strong administration skills

The role will require you to embed 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) Work with the Lead Project Officer, DANCOP team, and the other consortium partners to provide a high level administrative service to ensure full support is given to DANCOP activity in the north Nottinghamshire and north Derbyshire areas.

b) Set dates, organise calendars, prepare agendas and supporting papers for any localized meetings held by the Mansfield hub. 

c) Create accurate and concise minutes and gather action points for meetings and ensure their timely circulation.

d) Coordinate and organise logistics for meetings and outreach events; where necessary to include room bookings and hospitality. This will include off-campus activities and will involve liaising with other organisations’ outreach and conferences teams.

e) Attend external meetings with other DANCOP team members where required to take minutes and actions. You will be required to travel independently to these meetings and therefore use of a vehicle for business purposes is desirable.   
f) Support local DANCOP outreach events and programmes of activity by ensuring deliverers, including third party providers, have the resources they need and assist with the practicalities of running these events.

g) Make routine purchases, maintain records of expenditure, and process purchase requisitions and invoices as required.

h) Work with finance and procurement colleagues to ensure they have the information they need to make timely payments to suppliers and manage the DANCOP budget effectively.

i) Support the Monitoring and Evaluation Officer to ensure all outreach activities are effectively monitored and evaluated and that all data required to HEFCE is collected, by producing relevant forms and paperwork for participants.

j) Accurately keep data sets up to date, including the EMWPREP (East Midlands Widening Participation Research and Evaluation Partnership) database and internal schools lists.

k) Collate data from DANCOP activities and ensure it is processed and filed accurately and efficiently.

l) Liaise with education providers (schools and FE colleges) where required to arrange meetings or obtain data. 

m) Gather information as required, in particular school and participant information, and contribute to report writing as required.

n) Create and manage administrative processes for the smooth running of the DANCOP programme.

o) Update social media on behalf of the DANCOP partnership and respond to any enquiries generated.

p) Act as the first point of contact for enquiries about the project; including managing an email inbox and taking calls.
q) Be an active member of the team including contributing to team meeting and planning sessions, keeping up to date with colleagues and hub activity and on developments within DANCOP and Widening Participation

r) Support with the creation of educational resources
s) Support events including manning stands at fairs

t) Any other administrative tasks as commensurate with the level of the role.


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 and DANCOP.

f)
To undertake any other duties as may reasonably be required commensurate with the post.

3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	A Levels or equivalent
	(
	

	Maths to at least level 2 (or willing to work towards)
	(
	

	English to at least level 2 (or willing to work towards)
	(
	

	IT qualifications to at least level 2
	(
	

	NVQ Level 3 in Business Administration
	
	(

	Full, clean driving licence
	(
	

	Access to a vehicle for business use 
	
	(

	Experience 
	
	

	Recent experience of working in an office environment in an administrative role
	(
	

	Recent experience of using databases
	(
	

	Experience of minute taking
	(
	

	Experience of working in an education setting
	
	(

	Previous experience working in a customer-facing role
	
	(

	Skills /Knowledge
	
	

	Demonstrate suitability to work with children and 

vulnerable adults including knowledge/understanding of

safeguarding and DBS compliance
	(
	

	Advanced skills in information technology, especially email applications, Excel, Word and databases
	(
	

	Excellent interpersonal and communications skills and an ability to deal with a wide range of stakeholders and people at all levels of an organisation
	(
	

	An ability to work to deadlines, manage own workload and successfully manage conflicting priorities
	(
	

	An eye for detail
	(
	

	Strong written communication skills
	(
	

	A strong commitment to delivering excellent customer service
	(
	

	Ability to work well in a team environment as well as independently
	(
	

	Ability to meet precise deadlines
	(
	

	Strong organisational skills and an ability to solve problems
	(
	

	Experience of creating or managing processes
	(
	

	Interest in education, young people and equal access opportunities
	(
	

	Knowledge and understanding of higher education; in particular widening participation policy, practice and funding issues
	
	(

	Knowledge of safeguarding policy and processes in relation to arranging activities for young people
	
	(

	Qualities/Approach linked to college values 
	
	

	Demonstrate a positive approach to equality and diversity and customer service
	(
	

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

	Ability to get on with and respect people of all ages 
	(
	

	Well organised
	(
	

	Ability to articulate clearly and objectively
	(
	

	Dynamic
	(
	

	Proactive and with a ‘can do’ attitude
	(
	


4. Position within the College

The post-holder will be part of the Learner Recruitment Team and will report to the DANCOP Lead Project Officer. 
5. Terms & Conditions

a)
The post is offered on a Vision Business Support Services contract and is subject to those terms and conditions.

b)
The salary will £17,040 per annum (pro rata for part time hours and fixed term).

c) 
You will be entitled to 25 days leave, plus bank holidays. Up to 5 days leave can be directed for efficiency closure (pro rata). 
d) 
You will be required to work 37 hours per week on a flexible basis.

e)
The college operates a Scottish Widows Group Personal Pension Plan.

f)
The post holder may be located at any West Nottinghamshire College Site and will be expected to travel as required.  You will however be given reasonable notice of any change in your principal place of work and be fully consulted.
6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5pm on Thursday 31st May 2018. 

www.wnc.ac.uk/vacancies 
